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Announcement! 





A New | IBM 











*Trade Marks 





For 21 years, IBM has been making the finest 
typewriters in the world! 


And now.two new model IBM Electrics are ready for 
you—the new Standard and the new Executive *! 
These new IBM’s have exciting new features 

never before available on any typewriter! 

And the work anyone can turn out is so fine 

that every letter is a masterpiece of typing! 

You can get ail the facts about these beautifully- 
designed IBM’s by writing to: 

INTERNATIONAL BUSINESS MACHINES, DEPT. TS-1 
590 Madison Ave., New York 22, N. Y. 


Electric ‘Typewriter 
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— OTHER 
Always ready for instant use? YES 
— you buy No pads to change —no ink leakage? YES 
any duplicator Continuous, automatic inking system? YES 
dock te against Quick, clean color change? YES 
thie chart Edge to edge printing? YES 
Paste ink for cleanliness—sharper copy? YES 
Variable speed and position adjustments? YES 
All controls on operator's side? YES 














For simple, clean, low-cost operation... 


there’s nothing like a 


TZ) 


Duplicating at its finest since 1881 


By any standard of comparison — whether it be original 
cost, simplicity of operation, cleanliness or reproduction 


efficiency —the Gestetner 260 is today's best duplicator buy 





Compare, and see for yourself. 





Gestetner Duplicator Corp., Dept. 29, 50 McLean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me a copy of your new booklet 


Ask for your copy 
“30 Ways To Get The Most From Your Duplicating Equipment”. 


of this useful booklet 


NAME 
... and for the name of your COMPANY 
nearest Gestetner Dealer ADDRESS 
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SALES AND SERVICE FROM COAST TO COAST Ee a e . sci 
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YY OUR COvVER—White touches set off 
this beautifully detailed suit by 
Merritt-Tavlor Whether worn Easter 


parading or later, at the office, it’s sure 
And, if there’s any 
future, 
this is just the outfit to impress prospec- 
live Made in a textured suit- 
ing fabric of Celanese Celaperm acetate, 
it is suitably lightweight 


to win complini nts 


job-hunting in 


your immediate 


mploye rs 


for warm weath- 
er. In charcoal, navy, whited navy, cocoa 
Sizes 10 to 20. About 
Best & Co., New York: Straw- 
bridge & Clothier, Philadelphia; Henry 
* Lytton & Co., Chicago; Kline’s, De- 
troit; Magnin, San Francisco. 
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Her Boss Is a “Hobby” 


FORGIVE the above 


words, but we 


PLEASE play on 
just couldn't resist it. You 
see, it’s really the truth when you're writ- 
ing about Mrs. Dorothy Peterson—secre- 
tary to Mrs. Oveta Culp Hobby. Mrs. 
Hobby, most widely known as the wartime 
chief of the WACs, is now Secretary of 
the U.S. Department of Health, Education, 
and Welfare 
tion. And, since most busy people have 
equally busy secretaries, we felt you'd be 
interested in reading about the duties and 
job re sponsibilitic s connected with being 
“Secretary to the Secretary.” This article, 
by Stanley Englebardt, begins on page U. 


a very tlmeconsunung posi- 


Resort-Home Planned 


Mrs. Liryan Micier, president of the 
National Secretaries Association, has an- 
that NSA is now planning a 
Home for retired secretaries that will also 


serve as 


noun ed 


a vacation resort for secretaries 
who are still active in the business world 
\ board of directors for the Resort-Home, 
composed of five members of NSA, with 
Mrs. Miller as current 


working on several specific assignments 


chairman, is 


These include drawing up a blueprint for 
the operation of the project and checking 
localities throughout the United States 
for favorable climates. 

Funds for the Resort-Home have been 
and will raised, 
through national and local projects spon 
sored by 300 chapters of NSA. One ot 
the most important of these projects W4 


raised, continue to be 


a giant shopping mart to which the dif- 


ferent chapters contributed items tor 
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See what the LINE-A-TIME 


Just put a Line-a-time Copyholder behind your type- 


writer and listen to the “oooh’s” and “aaah’s” 
watch what Line-a-time does for your typing speed, 
accuracy, comfort and convenience! 

Small wonder, for Line-a-time means “right before 
your eyes” transcribing. No head or neck twisting, 


no eyestrain, no fatigue ... just a rapid. smooth flow 


of work into your “out” box and that “Fresh as a 
Daisy” feeling! 


Line-a-time’s exclusive Trans-vue line guide under- 


\ FREE copy of the 


Interesting folder “Fresh as a 
Daisy” is waiting for you. 


end for yours today. 


mom 
LJ 
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Copyholder can do for you! 


scores each line and lets you see several lines ahead 
to catch penciled-in changes ... the Space-celes tor 
provides you with single, double or “free wheeling” 
spacing at the flick of a finger .. . the exclusive Turn- 
a-page Pocket makes pages so much easier to turn 
and easier to hold in position . . . eye-saving Light- 
Conditioning lets you angle all your copy for 
maximum lighting and readability! 

Produce more in a day than ever before and still 


be “Fresh as a Daisy,” with Line-a-time. 


Remington Rand, Room 1412, 
315 Fourth Ave., New York 10 


NAME 


[) Please send me “Fresh as a FIRM 
Daisy’’ folder RSL263 


S 
Please arrange a FREE Line-a ADDRES 
time demonstration in my office 
No obligation, of course CITY ZONE STATE 
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really ditferent 
PAX Hecto Ink 


Cleansing Cream 
for the skin 


The minute you see the clean, clear pink color of the New PAX Hecto Ink 
Cleansing Cream you'll know that PAX is really different. When you scent 
the faint, fresh fragrance... feel the smooth, creamy texture and watch 





how fast and easily it whisks away every trace of hecto ink and carbon 
stains—then you'll know just how different it is. Send for a free sample 
on your company or school letterhead. See for yourself how fast 
acting, how fresh feeling... how completely different PAX is. 


of course it contains lanolin 


LOOK for the PAX ROOSTER 
for it’s Your Assurance of a Superior Product 


G. H. PACKWOOD MANUFACTURING CO. 
Manufacturing Chemists 
2 1551 TOWER GROVE AVE. e« ST. LOUIS 10, MO. 
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sale. Other projects include Birthday 
Funds (members donate money on thy ir 
birthdays ) and donations at chapter anni- 
versarics and from chapter funds, 


Hey, Four-Eyes! 


Don'T BE OFFENDED, We Wear lasses 
too—have for so many years, in fact, that 
our old “specs” are beginning to pile uy 
in a bureau drawer. Llowever, for son, 
unknown reason, we could never get our- 
selves to part with these treasures of 
yesteryear until we heard, recently, of 
an organization that can put them to ex- 
cellent use. The name and address is: 

New Eves tor the Needy, Inc. 
Short Hills 16, New Jersey 

This nonprofit organization, which, by 
the Way, Is endorsed by the National 
Society dor the Prevention otf Blindness 
and by the Essex County (New Jersey 
Medical Society, derives its entire reve nuc 
trom selling youl discarded eyeglasses 
(and bits of gold s« rap) to a refinery. Th 
money rece ived is used to purchas« new 
prescription eyeglasses and artificial eyes 
Re-usabl plastic glasses, however, are 
carctully tested and classified and thi n 
sent to medical and charitable agencies 
and MISSIONS 

Whoever heard of a secretary who 
didn’t have, at least, a pair of rest glasses 
perched on her nose during office hours? 
Let’s wrap up those extra pairs of specs 
we have tucked away at home and send 
them to Short Hills today. The needy 
who receive them will see a whole new 
world, and don't be surprised if you find 
things looking brighter than they ve ever 


looked betore. 


Behind the Scenes 


We reap in the Los Angeles Times 
recently of a perfect example of produc- 
tion on a high plain (or high plane—take 
your pick). As we all know, President 
Eisenhower's speech proposing an inter- 
national pooling of atomic skills was one 
of historic stature, but it seems that the 
mechanics behind — the preparation ol 
copies of this speech could also go down 
in history. 

As each page Was approved by the 
President, high in the air over the Atlan- 
tic, Presidential Secretary Hagerty rushed 
it to the front of the plane to Mrs. Ann 
Whitman, the President’s private secre- 
tary, and she typed the final “reading 
copy” on the electric typewriter that has 
the oversized type. As soon as she finished 
a page, she handed it to White House 
Secretary Mary Caffrey, who then cut the 
stencil. Stencils were at once passed along 
to Joe Giordano (a White House staff 
man in charge of the mimeograph ma- 
chines), and he ground out 400 copies o 
each page with great speed. Everyone 
around was pressed into duty sorting the 
mimeographed pages. Jackson, Strauss, 
Dulles, and Hagerty yelled for help and 
finally turned to Presidential Physician 
Howard Snyder and asked him to staple 
the pages together for them. When the 
plane landed, complete copies of the 
President’s speech were ready to be de 
livered, having been put together by 
probably the most distinguished secre 
tarial staff ever assembled! 
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SMEAD’S TELL-I-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


|NAMG 


| Mame 





READS LIKE A 800K 
LEFT TO RIGHT - 
GROWS AS NEEDED 


By using Smead's Tell-I-Vision filing system, you can eS 













reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal ith 
wi 


system for replacing — make filin f Colorful lastie abe 
g easy, fast, and * 
accurate. -p 7 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE 
Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 
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——WHY WASTE 
OFFICE TIME? 


\ 


KEE LOX “KOPY ALIGNER”’ 
combines highest quality 
CARBON PAPER plus 


patented collating feature 


ASKS THE 








MADELINE S. STRONY ®@® R. ROBERT ROSENBERG @ E. LILLIAN HUTCHINSON 


ESSII Hi friends—it’s verv nice to The executive secretary has the highest 
i vou looking into these pages classification on this list because sh« must 
again this month. We're just swamped be capable of doing all that the secretary 

with thought provoking questions at the does with a few additions. She 


moment, so [m going to get right down has the authority to make 
sions In her employe rs abse nce and otten 





insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 


usually 
certain deci- 


to busine SS 


OvuR FIRST QUESTION is for Mrs. Strony. 








A reader in Montana writes, “Please give 


| me definitions for or a list of the varia- 
] 


duties and responsibilities gen- 


tions in | 


] | 1] 
erally associated with the tollowing job 


titles: stenographer, steno-typist, steno- 


i 


clerk secretary 


private secretary eCXeCCU- 





| tive secretary. Generally speaking, which 

| is considered the lowest position and 

| whit 1 the highe str sits In on onterences tor hi Nn. Phere 
S You bab] find I that | | 

PRONY ou probably wont hnd two anew word th is been coins ece 
| companies giving the same definition for ly for the executive secretary—executal 


ng lady req rested, Tes- 


| sie, but 1 shall trv to define them as they 


the terms this vo 


TrEssu Nii / thek here 


i 
lare usually defined and give their usual tion tor you. “I am a stenographer i 
order of rating law firm a subscriber in Hlinois writes 
| Steno-clerk, sten typist usually has the “and um very much interested in a cours 
same rating and definition: One who per- In Spanish that I am taking at nig 
forms clerical and typing duties but who school. As I am thinking of going to col 
| will have an opportunity to take some dic- lege and want to major in Spanish, | 





} tation. In this particular job, the empha- should like to purchase a shorthand book 


written for Spanish students. According 
to a magazine article I read once, Gregg 
ee 


tii- 


} SIS 1S usually on the clerical end rather 


than the stenographic. 


You cut your collating costs 
You save on the time! 


| The stenographer would have the next 

rating. While guages; so if you can inform me as t 

clerical duties to perform the job would, how I can procure such a book, I shall 

Different Weights and Finishes most likely, entail consid rably more dic- 
; tation than that of the steno-clerk. 

to give perfect results from One The secretary would be in the next 


to Twenty Copies at a time. All 


shorthand is adaptabl to nearly al 
a stenographer has some 


be very grateful.” 

ZovuBek: Yes, Tessie, Gregg shorthand 
is adaptable to the Spanish language. I! 
higher classification. Quite often, compa- 
nies do not make a distinct difference in Gregg shorthand m Spanish, I suggest 
ges the jobs of stenographer and secretary; that she get a copy of our new book 
has astonishing wear. You may at other times, these jobs are decidedly 
different. We think of the secretary as 
one who has to do all that the stenog- 


this young lady is interested in studying 
Copies Clean while every sheet 


Taquigrafia Gregg Simplificada. The the- 
ory in this book parallels the presentation 
given in the Gregg Shorthand Manua 
Simplified. If she already knows English 
Gregg, she will have no difficulty in mas- 
tering the Spanish adaptation. In addi- 
tion to Taquigrafia Gregg Simplificada, 
a Spanish Dictionary that 
this young lady may be interested in 
The Manual sells for $2.50 and the Dic 
$2.50. And _ since this 
young lady lives in Illinois, Tessie, she 
can order either one or both of thes 
books from Gregg’s Chicago office. 


obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
known to the 


we also have 


every machine 


market. 
tionary sells for 





Kee Lox Duplicator Supplies 


are No. 1 on the market a: dies 
rapher dos Ss be side Ss should ring the great- 





Just phone our Branch in your 
city for Samples of above Kopy 
HOME 


Aligner or write to 


OFFICE ... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 














er responsibilities of making appoint- 
ments for the boss and handling much of 
his mail, assuming the 101 duties that 
will relieve the employer of detail. 
Many companies do not use the term 
private secretary. A 


however, would be one who takes care of 


private secretary, 
a great deal of her employer's social and 
civic correspondence as well as his busi- 
ness correspondence. She may or may not 
have a higher classification than the sec- 
retary. 
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Tessie: A student in lowa sends this 
letter, Doctor Lloyd, “My business teach- 
er always told me that it was incorrect 
to use the salutation, “Dear Sirs.’ About 
three months ago, however, our s¢ hool re- 
ceived a new typing book that carmie¢ 
this particular salutation several times ™ 
its illustrations. Now I’m rather mixed up 
If this salutation is wrong, why does this 
new, up-to-date book use it?” 

Lioyp: Well, Tessie, most letters ad- 


dressed to companies are, and should be, 





| Free! 


. EXPERTS puna 
~ LETTER 
)N CHARLES E. ZOUBEhK ® ALAN C. LLOYD PLACEMENT 


t addressed with the salutation Gentlemen. G U | D ro 


When. however, the writer knows for a 








Ary fact that the company is a partnership : 

me nat 0 corgeteiion—then i ie jet as well, for secretaries, students 

Cl- or even better, to say Dear Sirs rather Slips into your typewriter 

tel than Gentlemen, although the latter would under letterheads . .. helps 
not be wrong. 7 you set correct margins and 

Hardly anybody tfses Dear Sirs any center letters perfectly. 

more, though; so why does it appear in a Cuts down retyping . saves 
new typing book? Because the authors time and paper Write for ? 
have to be sure to include in their book your copy today—use coupon 
an example of every possible usage. The below Teachers: Guides 
book to which this young lady is refer- for class use welte on 
ring uses the expression Dear Sirs just : ie 
l h ilf dozen time sin the Ww hole book. This — school letterhead. 
is simply to let the readers know that 

e 1s there is such an expression and that it 

ent- can be used corre ctly 


Tessie: Here is a question for Miss CACLE A's 
[Ues- Hutchinson A secretary in Minnesota - — = . \ 


writes, “What do the initials E.O.M. Hi 0 lop 
















































. ™ ae! A ‘ { \ . 
col TYPEWRITER .\ lets you slide out 
ae . ¥ | the sheets you need! 
Te. Vv y 
rding | "a PAPERS % 
sregg me YY ALY & % \ Exclusive feature . . . with 
- % . 
| Jan “. + + \ these fine boxed papers: 
 & 4 
a ah EAGLE-A COUPON: 
shall »~» BOND (100% Rag Extro No. One) 
stand for in the following statement: 
thand ‘Terms—2% E.O.M.’?” EAGLE-A AGAWAM: 
{ ie BOND, ONION SKIN (100% Rog) 
ge. | Hurcninson: The letters e:o.m. used 
idyi - with terms on an invoice mean “end of EAGLE-A CONTRACT: 
ggest month.” They indicate that the discount BOND (75% Rog) 
book mentioned applies only until the end of 
ie the- the month in which the invoice is dated pares nana 
, l l WC i¢ : ( « < . BOND (50% Rog! 
itatior rhus, if an invoice were dated April 20 
fanué and bore the notation “2% e.o.m.,” the EAGLE-A TROJAN: 
“nglis 2 per cent discount would apply only BOND, ONION SKIN 
‘ . ' MANUSCRIPT COVER (25% Rag) 
nm mas through April 30. 
adai- . EAGLE-A QUALITY: 
ificada Tessie: Here is a question for Mrs. BOND, ONION SKIN 
ry that Strony. “Could you please tell me where MANIFOLD INo. One Sviphite) 
wb | ll gh UE i) { g 
ted . ught gi t more information on filing EAGLE-A TYPE-ERASE: 
ie | ag es tices a reader in Montana. asks. (Rag Content) 
ce this I am a stenographer in a small office, 
ie, she and have found many times that our 
f thes present filing system is not as efficient as EE TL OL EE LE. 
STRONY Usually one of the best sources MAIL THIS COUPON TODAY at 
ids this of help on filing, Tessie, is the manu- American Writing Paper Corporation ie) 
s teach facturer of the filing « quipment one uses. Holyoke, Mass., Dept. TS-2 oA 
ncorrect If this young lady will write to the firm Send your FREE Letter Placement Guide: 
About who manufactures her cabinets and sup- CE is ssc aenaneebenesniswdiaiundeata s 
hool re- plies ind state what filing system she is & 
carrie now using, I am sure that thev will be PE cducstensenceesetedsnesséedseceenes 
es 1 glad to hel ] t} bl . he ¥ 
a lelp her with any problems she PED «be eUawrssedccesseccesedvecseos Joe 
ixec ul Hay have 
loes this a a ee a ee Na iatatainidineatcinain STATE 
has carried articles on filing that vy be = salgaeatenpadenrpten 
|- ot hel ss oy erent: cy TEACHERS: write on your school letterhead 
tters ae ielp to this young lady. An interesting 
ould be; series appeared in the September, 1951- 
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Get Dennison 
Addressing Labels 











at Stationers or write for free sample to 


Dennison Dept. 208, Framingham, Mass. 





72 Sonotarios Lovet 


“| LOW 





@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy baok 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 9)4" high, 
5” base. So low in cost ... you can afford 


one for every typist. 


ORDER NOW by moil if not available 
from your stationer. 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street + Chicago 5, Illinois 


























How to Make 
INVISJ8 Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


-F YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
1068 S$. Clinton St., Syracuse 4, N. Y. 
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June, 1952, issues. All these articles were 
written by Mr. Gilbert Kahn. In Febry- 
ary of 1953 a new series was begun by 
Marthe Gross. The first was, “You File 
This Way in a Small Branch Office.” 
April dealt with a “Medium-Sized Office.” 
“Large-Sized Office.” Octo- 
ber told about filing in “An Architect's 
Office.” “Filing at the 
U. N.” And, as you probably remember, 


June was a 
December Was, 


“Filing at 
Coca-Cola.” If this young lady needs any 
further help, I would suggest that she 
check with her library on some sugges- 
tions from the Remington Rand Library 
Bureau. 


last month’s issue discussed 


Tessie: Doctor Lloyd, here is a ques- 
tion for you. A New York secretary would 
like to know the best way of ruling a 
typed table. 

Lioyp: Well, Tessie, some people like 
to type columns of colons and others like 
to draw the lines with pencil while turn- 
ing the cylinder, but the best and safest 
way is to draw the lines with ink after 
removing the table from the machine. 

Tessie: Here is another question for 
you, Doctor Lloyd. It is from a student in 
New Jersey. She writes, “What exactly 
is wrong with chewing gum while typ- 
ing? My teacher is very much agdinst it.” 

Lioyp: First of all, Tessie, it is in bad 
taste! Secondly, you will find that you 
type in rhythm to your chewing. I wish 
would try this: Put in 
three sticks at once and tvpe tora while; 
a quarter of a stick—after 
throwing away the triple wad, please- 


the young lady 
then put in 
and watch how much faster you type! 

ressie: Doctor Rosenberg, this ques- 
tion comes from a reader in Michigan 
who writes, “A few weeks ago, my em- 
ployer told me to notify a certain elec- 
tric-fan dealer that he would pay Li 
$7.50 for each of 100 electric tans the 
dealer had offered to sell at $10 a plece 
When, by 


fused to accept my 


return mail, the dealer re- 
employer S offer I 
was told to notify the dealer that my em- 
ployer would pay the $10 asking pric 
atter all and that he sh yuld ship the 100 
fans. The dealer wrote back and refused 
to fill the order, and my employer was 
left without any fans in stock. Isn't there 
some legal ruling about ‘an offer and an 
that might apply here? My 
employer was very much put out about 


acceptance 


the whole matter because he lost a lot of 
business as a result.” 

ROSENBERG: There is no course ol 
action open to this young lady’s employ- 
er, Tessic. By refusing to pay the original 
asking price of $10, her employer is con- 
sidered to have refused the offer and 
hence terminated it. His later “accept 
ance” has the legal effect of an offer, 
which may be accepted or reje¢ ted by the 
electric-fan dealer. Since the dealer chosé 
to reject it, there is nothing that this 
young lady or her employer can do about 
m. 


By the way, I don’t want to 
forget to wish everyone a very Happ) 
Easter. And till next month, friends, I'l 
be very meeting 4ad- 
journed. 


TESSIE: 


original and say 
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BY 
STANLEY 


ENGLEBARDT 


SECRETARY TO 


THE SECRETARY 


Or, to be more specific, secretary to Mrs. Oveta Culp Hobby— 


the charming, efficient Secretary in the President's Cabinet. 


OROTHY PETERSON goes by the redundant-sounding title of Secretary to the 
D Secretary. By Washington’s standards, a title of this sort is not the least bit un- 
usual; but, by anybody’s standards, Mrs. Dorothy Peterson is quite unusual. 

The Secretary whom Dorothy is “secretary to” is Mrs. Oveta Culp Hobby, Secre- 
tary of the Department of Health, Education, and Welfare. Confusion? Only in title 
perhaps, because both ends of this team are among the ablest women in the Capital. 

Even though Dorothy Peterson has given some twenty-five years to Government 
service, she still sounds as enthusiastic about her job as a girl just out of secretarial 
training. “She’s such a considerate person,” Dorothy says, referring to her boss, Mrs. 
Hobby. “So very warm and human. As soon as I knew she was coming to Washing- 
ton, I just had to make sure that I could work nearby. 

“It was while I was working for Jesse Jones on the Reconstruction Finance Cor- 
poration some years ago that I originally had occasion to meet Mrs. Hobby. I was 
immediately impressed by her charm and made a mental note to follow her career.” 
When Mrs. Hobby left her post as publisher of a Houston newspaper and came to 
Washington to head the Department of Health, Education, and Welfare, Dorothy 
Peterson didn’t allow any grass to grow under her feet. 
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Oveta Culp Hobby. who has been rated one 


of America’s ten best-dressed women—as 
well as one of its most eficient-—smiles in re- 
sponse to a question at a press conference. fully 


“I wanted to work for Mrs. Hobby but there was 
just one hitch,” she says with a smile. “Mrs. Hobby, as 
you know, is a Texan—her husband is governor of 
Texas—and .. . well, I felt my Missouri background 
might be a hindrance. I found out later, though, that 
several mutual friends—mostly Texans—had put in 
a good word for me. 

“And do you know what was the first thing that 
happened to me?” she asked. “Governor and Mrs. 
Hobby said they would make me an honorary Texan!” 

In addition to the titles of “Secretary to” and “Hon- 
orary Texan,” Dorothy Peterson holds one more title 
that seems to bring an extra sparkle to her friendly 
brown eyes. “Grandmother” Peterson makes no bones 
about it—she has a one-year-old granddaughter who is 
“the brightest and prettiest child you have ever seen.” 

Just natural pride, maybe; but, if she is anything like 
her grandmother, she certainly has a bright future. 

“We make every minute count in the office.” says 
Dorothy, immediately blotting out all visions of a 
daily female-fashion gab fest. “Mrs. Hobby is quite 
particular about the quality of our work. One thing, 
though, she allows us to use our own heads which 
gives us extra pride in what we do.” 

You would imagine that the volume of dictation 
would be tremendous, considering the mountains of 
correspondence that must come into a Government 
office each day. 


Ann Fennessey and Dorothy Peterson check Mrs. Hobby’s speaking 
engagement chart. This system was devised by Dorothy so that Mrs. 
Hobby can see at a glance all the invitations for the day (each is care- 
listed and numbered) and can check off those she will attend. 


“Actually, the Secretary uses a sort of ‘verbal short- 
hand.’ Rather than dictate the letter word for word, 
she is more likely to give us the drift of it. You know, 
‘Sorry can't join you... regrets... next time . . . and so 
forth; then it is up to us to go ahead and write the 
letter. 

“After the letters are written, Mrs. Hobby goes over 
each piece of mail carefully before it leaves the office. 
This personal attention to all the correspondence is 
characteristic of the Secretary. Mrs. Hobby is ex- 
tremely thorough and meticulous. And her energy 


seems boundless.” 


OvEeTA CULP HOBBY is probably best known as war- 
time chief of the WAC. After the War, she returned 
to newspaper publishing in Houston until President 
Eisenhower requested that she come to Washington to 
head the Federal Security Agency. A short time later, 
she became the second woman to be given Cabinet 
status, when she was appointed Secretary of Health, 
Education, and Welfare. 

The bulk of Dorothy’s work involves the never-end- 
ing stream of mail that keeps pouring in. “We get all 
kinds of requests and queries. Although I am sup- 
posed to read and prepare answers to all the non- 
official mail, once in a while an official letter slips into 
the pile and I have to be on my toes.” 

In handling this work, innate intelligence is as esse? 
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a eT 


“Have Mrs. Hobby’s plans been changed—is she leaving on the 


z All the Department’s publications are kept up to date 
S. eleventh?” asks Louise Wagman, while Harriet Whitmore sits in the shelves near Mrs. Hobby’s desk. Here Harriet Whit- 
e beside Dorothy's desk waiting to put in a question of her more discusses an especially interesting item with Dor- 

own. Dorothy's desk is sure to be a busy spot all day long. othy, who smiles as she looks it over. 

rt- tial as secretarial skill. To say the right thing at the and do your Christmas shopping.” The personal 
rd, right time to visitors or telephone callers, to be able to warmth of Oveta Culp Hobby and her characteristic 
WW, recognize the important matters and weed out the thoughtfulness seems to inspire in those around her a 
so trivia—these are as much a part of the job as typing tremendous loyalty and devotion. 
he and shorthand. The pressure of her routine means that very often 

The Secretary gets all types of mail. Not very long days pass before Mrs. Hobby has more than minutes to 
ver ago Mrs. Hobby was photographed in the company of discuss matters with her secretary. A few words of in- 
ice a number of outstanding women. The picture ap- struction, and she is likely to grab a brief case, dash 

is peared in a good many local newspapers, and a letter for the door, and, as a sudden afterthought, turn and 
ex- came into the office a few days later from a man who ask, “Do I look all right?” Then she is off to address a 
rgy described himself as a sixty-five-year-old widower. He gathering or attend a high-level meeting. 
had seen the picture, and he wanted to know whether 
any of the ladies in that group were widows and de- VERY CLOSE TO THE TOP in her field, Mrs. Peterson 
var- sirous of matrimony. started in normal fashion but with an extra dose of 
ned Secretary Hobby keeps a rigorous schedule. Her determination. “Secretarial school, I believe, is train- 
lent close scrutiny of office procedure, plus the demands ing enough for any girl who wants to go places in this 

n to on her time by official and unofficial groups, leaves business, even though I did return to George Wash- 
iter, her practically no leisure. Her personal Christmas ington University at night to receive my Bachelor of 
inet shopping this past season was completed on a plane Arts degree.” But she will add, “I don’t think a college 

alth, en route from Chicago to Washington—all through the education is absolutely necessary. Common sense and 

use of a book catalog. But this devotion to duty does a high degree of accuracy are the best combination 
end- not make her any less considerate of the women for success. 

t all around her. “Although I managed to pass my Civil Service exam 
sup- During a hectic period before Christmas when they when I took it back in the twenties, I resolved to im- 
non- had been working Saturdays and sometimes Sundays prove my typing. I rented a typewriter and started to 
into for several weeks in a row, Mrs. Hobby turned to her practice at home evenings after I left the office. At first 

secretary one day and said, “Now, Dorothy, as soon as I used to tighten up so towards the end of the letter 

ssen- you finish that, I want you to take the afternoon off that I would burst into tears, but—(Continued on page 50) 
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Gone Until Four 


1 Yes, sir, youll be gone until four. Pll have the ? Oh, well, no matter if the mail girl chats with 
. . ive 


report ready when you return, me awhile. 1 have plenty of time. 








5 Goodness, what have I written? Don't tell me 6 { whole page typed and I had the carboninf 
» « 


I can't read my own notes! backwards!! 
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¥ BY JERRY WHITE 


; with Yes... Yes... Yes, I know... Yes, Mitzy, 4 Pil check it further, Mr. Headman, and ask the 


weve all got our problems. boss about it when he returns. 


Ph ham 
~~ 





rbon in § K Well, Miss Carter, 1 bet you finished that report 


=: Wow! Five to four, I just made it in time! in five minutes and then loafed all afternoon. 
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your boss 


the 
LENDING-LIBRARY 


Tere! 


How to handle the 


problem dictator 


S YOUR BOSS a big-hearted, generous man who is 
| always willing to offer your services to some other 
dictator? Is he quick to say, “Oh, my secretary will 
take notes during the conference’? Then you are a 
better-than-average stenographer, and your boss must 
be very proud of you. 

The only disadvantage in being good at a job is that 
you have to prove your proficiency by getting better 
all the time. You are constantly under a strain, for you 
know that every job you turn out must be a star per- 
formance. 


Yours is a weighty and somewhat unusual problem. 


When the average stenographer has been working for 





















BY MARIE M. STEWART 





one dictator for a while, she gets to know that dic- 
tator’s fads and foibles and can take dictation easily. 
In some instances, the stenographer needs only the 
first word in order to write an entire sentence. But, 
with a dictator such as yours, you are always meeting 
new and different situations. Your life will be filled 
with “first days on the job.” 

You do need help; and it is a real pleasure to give 
suggestions to a person who is already good. who 
needs only a little push to the top. 

If you have been reading this series, you know the 
emphasis that has been placed on the ability to read 
Huently. In your case, however, we are sure that you 
must already be a rapid and accurate reader. 

The solution to your problem seems to depend upon 
developing more shorthand speed, for there is no dic- 
tation that cannot be handled if the stenographer has 
the speed. You therefore need a great deal of prac- 
tice in taking dictation—but not just any old kind. 
You need timed dictation at increasing speeds, prac- 
tice such as you can get by enrolling in an evening- 
school class or by taking private lessons from a short- 
hand teacher. If neither of these courses is feasible 
for you, you can build shorthand speed at home by 


using dictation records or tapes. 


Ir you KNow that you may be called on to take con- 
ference notes, you will have to take special pains to ac- 
quaint yourself with that type of shorthand writing. 
It is perhaps the most difficult tvpe of work that you 
will have to do. Many hints can be found in Swen 
Techniques of Shorthand Reporting and in Blanchard 
and Zoubek’s Expert Shorthand Speed Course. Y 


realize, of course, that more than writing shorthand is 


involved when you take conference notes. You must 
use good judgment, must be able to cull the important 
from the unimportant. For your own protection, and 
because lay people do not understand the difficulties 
of this kind of shorthand writing, you should make 
plain to your boss that only an experienced shorthand 
reporter could do a verbatim job—that the best you 
can do is to take down the high spots. 


WHENEVER YOUR Boss “lends you out,” remember that 
your main objective always is to return an acceptable 
transcript. If this means interrupting your dictator 
frequently, then that is what you must do. If he is 
going too fast, ask him to slow down—even shorthand 
reporters do this. If the dictator uses an unfamiliar 
word or an unusual proper name, ask for the spelling 
(after the dictation). Don’t let a single thing get b) 
you. It makes more sense to appear inefficient during 
dictation, but proficient when the transcript is handed 
in, than vice versa. 


> e . ° . ! 
May your boss’s pride in you be ever-increasing: 
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BY HELEN WATERMAN 


So you want to work abroad! 





ANDERLUST got you? Do you feel a restless 
\ urge to roam foreign lands while you're still 
young and unhampered by family ties? To “rough it” 
in a still uncivilized territory? Or perhaps to live for a 
few years in the land of your ancestors? 

Maybe you'd like a chance to work in a foreign 
country. To learn just what’s involved in going farther 
afield than is possible in “two weeks with pay,” we've 
contacted employers, employment counselors, and 
girls who had made the venture. 

How do American secretaries go about getting these 
jobs in all parts of the world? If you live in a small 
town, your best bet is to watch the Civil Service bul- 
letins in your local post office. You should also visit the 
State Employment Service office located in whatever 
large city is nearest you. Recruiters visit such offices 
regularly, and you can arrange to be called in for a 
personal interview. 

Ask at the State Employment Service for information 
about the current “clearance program” listing of job 
opportunities in foreign countries. Besides the national 
clearance orders, which sometimes are a bit “stale,” 
ask whether the bureau has any state listings of over- 
seas jobs. California, for instance, releases an “Inven- 
tory of Job Openings” every two weeks that includes 
off-continent employment, and is usually more up-to- 
date than the national “clearance.” 

The California inventory may include the Philip- 
pines, Guam, and Alaska, because the “nearest point 


of entry” determines which state listing includes a 
particular job. Offices in the Western states will be 
top-heavy with work in the Pacific area; but an open- 
ing in, say, Greenland, might be listed only in bu 
reaus along the North Atlantic coast. So, if you can’t 
find what you want by inquiring in your local State 
Employment Service office, try working through the 
U. S. city that is “nearest” to the country you hope 
to reach. 

Dont count on being handed some lush job in a 
foreign consulate. Such jobs are all under Civil Service, 
and the competition is keen. But, then, maybe you're 
just the girl who's used to sailing through tests with 
top honors and the stifler the requirements, the better 
your chances! 

The Army and Navy have foreign-service secretarial 
posts—also under Civil Service—and there are any 
number of Government foreign-aid projects and de- 
partment bureaus. 

Most of the Civil Service openings are in the less 
exotic countries, naturally. You may not get an oppor- 
tunity to go to Paris or some other popular spot im- 
mediately, but perhaps your chance will come when 
you have acquired some “seniority.” 

If you are interested in a Civil Service job, you can 
make application for overseas Federal employment 
(using Civil Service Form 57) to Foreign Service Per- 
sonnel, Department of State, Washington, D.C, If 
you write to the Department of State, you will also 
receive other necessary torms and information leaflets. 
While more women than men seem to seek secretarial 
positions abroad, applications from men are welcomed 
as well. 

Some private concerns maintain offices abroad— 
large construction firms, oil Companies, banks, trans- 
portation companies, etc. Despite offering high pay 
and housing inducements, they occasionally have diffi- 
culty in keeping some foreign offices staffed. 

Naturally, a company that pays a secretary's trans- 
portation and spends time training her can’t afford to 
have her go back home about the time she begins to 
earn her salary. Most contracts for jobs abroad call for 
a term of two years. Some run for five. If a girl breaks 
the agreement, she must usually pay her own way 


home. (Continued on page 52) 
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BY LAWRENCE D. BRENNAN 





NE WEEK after graduation from high school, 
Q Shirley Jean Dodge, of West Chester. Pennsvl- 
vania, joined the Marines. Now, two and one half 
vears later, she’s Sergeant Dodge. secretary to another 
woman, First Lieutenant Johan McLamore, USMC. 
Shirley Jean has the best answer we ve heard on what 
it’s like to be a secretary in the Armed Forces—“It's 
like nothing else in the world. To think I had to waste 
a week vetting into the Corps!” 

Similar sentiment Is expressed by Dany Service 
secretaries who tried civilian work first or who sand- 
wiched civilian jobs between tours of duty. Chiet 
Aviation Storekeeper Lila E. Bradley, USN. graduate 
of the Eastman School of Business in New York City, 
worked in a civilian office betore she entered the 
Service. “The Navy has everything!” she says enthusi- 
astically. Chief Personnelman Geraldine M. Varney, 
USN, had an interim of civilian stenography between 
her Service tours. She’s back to stay and declares: “One 
taste of Navy life, and I can't be satisfied with any- 
thing ordinary.” 


FOR THE YOUNG MAN OR YOUNG WOMAN who has a 
love of adventure stirring in his blood, who has a liking 
for new places and new faces, yet possesses ambition 
with a wholesome appreciation of security, a military 
or naval career is certainly attractive. As Chief Petty 
Officer Bradley puts it, “Being a secretary in uniform 
is a darned good deal.” 

The job tithe secretary, however, is seldom used in 
the Armed Forces. Secretaries are called “yeomen” or 
“clerks” (according to the branch of Service they are 
in) with some indication of their special stenographic 
skills. Nevertheless, secretarial jobs are very much 
there in fact, if not in title; and secretarial skills are in 
such demand that the Armed Forces rate their stenog- 
raphers among their most valued technicians. 


THERE ARE TWO BASIC DIFFERENCES between steno- 
graphic positions in the Armed Forces and_steno- 
graphic positions in civilian life. First, and most obvi- 
ous, is the fact that the stenographer in Uncle Sam’s 
uniform is basically a soldier, sailor, or marine, living 
the life of variety, comradeship, and discipline en- 
joyed by all Service personnel. Second, and not so 
widely known outside the Services, is the fact that an 


a ae sled a 


In the Air Force 





Armed Forces secretary takes on, almost at once, im- 
portant administrative responsibilities and must there- 
fore possess :‘noncom or leadership potential from the 
start. These two basic differences are true whether the 
secretary is aman or a woman. 

Plying one’s secretarial talent in the Navy or Air 
Force blue, the Marine Corps forest green, or the 
Army khaki brings not only glorious opportunity to 
travel, but also a lot of excitement—yes, even thrills 
that a civilian job could never afford. 

Take Chief Yoeman Edward F. Sutka, of the U. S. 
Navy. One of the Navy's seagoing secretaries—he’s 
served aboard the battleships Missouri and Arkan- 
sas and the cruisers Memphis and St. Paul in and out 
of battle, and in fair weather and foul. He’s typed 
against pitching and rolling and heaving and vawing, 
always orienting his typewriter carriage to the keel 
of the ship. He’s loaded office records into dispos- 
able bags on the eve of battle, ready for immediate 
destruction in case of disaster. He’s been all over the 
world many times, and his gear is quickly packed for 
the next adventure. 

For the young woman, of course, there’s nothing 
quite that exciting. Service gallantry prevents any risk. 
She may (at her own request) qualify in firing small 
arms. She may travel about the United States or serve 
in Hawaii or Europe, but never in any real danger 
areas, nor aboard a warship even in peaceful waters. 
(The expression that every lady marine must swim 
and type is more glib than apt—so far as danger is 
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What's it like to be 
a secretary in 


the Armed Forces 


In the Marines 
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Dietrich with Capt. Ray 
Houseman. Cpl. Shirley I 
and Lt. Johan MclLamore 











Byrum. Edward Sutka. 











Geraldine Varney. PNC: 









concerned, The woman marine never really faces a 
perilous dunking, and not all women marines have 
to type in line of duty. ) 

PAY-WISE, THE ADVANTAGES of working in uniform are 
considerable. Service pay for enlisted personnel is all 
profit. Living expenses and a ten-thousand-dollar in- 
surance policy come free. Each year brings not ten or 
fifteen, but thirty, days of vacation. Retirement eligi- 
bility begins with twenty years of service. Educational 
opportunities include Service schools, correspondence 
courses, and eligibility for collegiate-level training 
under the G. I. Bill of Rights. 

Consider Master Sergeant Leslie D’Arbeau, of the 
United States Army. He went directly into the Serv- 
ice on graduating from Commerce High School, New 
York City, in 1943. After basic training, he became sec- 
retary to a battalion commander. He has worked his 
Way up the secretarial ranks and is now an office man- 
ager in a First Army headquarters. He clears $380 a 
month and can spend or save that amount as he 
Pleases—his food, clothing, shelter, and medical ex- 
penses are all provided. In ten more years he can 
retire, still a young man. 


PRUE, MILITARY AND N AVAL PERSONNEL are subject toa 
certain measure of discipline; but, as Technical Ser- 
feant Patricia Hinerman, USMC, explains, “Discipline 
is the basis of our esprit, and that’s the very thing 
Service people pride themselves on most—esprit de 


Perry Castellani, Y N2. 


corps. Technical Sergeant D. T. Robinson, USAF, ex- 
presses it this way, “Esprit and leadership are the two 
essentials for success as an Armed Services secretary.” 

Leadership, of course, reminds us of the second ma- 
jor difference between military and civilian secretarial 
careers; administrative responsibility begins almost at 
once in a Service secretarial career, Lt, Commande 
Alfred D. Garvin, USN, officer in charge of the Navy 
Recruiting Station, 346 Broadway, New York City, 
puts it this way: 

“In the Service, the functions of a secretary are 
inseparably interwoven with those of an administrator. 
The young man or woman entering this field of the 
Armed Forces will begin by performing almost wholly 
secretarial functions. However, it is not intended that 
this employment should continue for any considerable 
period. As soon as the person is competent to do 
so, a certain measure of administrative responsibility 
is added to his or her assignment, and certain secretar- 
ial work is delegated to a new subordinate.” 

“This does not mean,” he continues, “that secre- 
tarial functions are to be relegated to novices and 
that secretarial work is a field to be outgrown in favor 
of administration. The most senior officers in the 
Armed Forces perform certain functions that must 
be considered secretarial. There are many levels of 
competence and judgment in both the administrative 
and secretarial fields, and a natural ladder of positions 
in the combined fields exists for the best accomplish- 


meut of service tasks. (Continued on page 51) 
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BY MADELINE S. STRONY 


Public Relations 





A. Devaney 


There are two kinds, you know—internal and external. 


As a supervisor, you must be familiar with both. 


DON’T SEE WHY I should be 

held responsible for something 
that affects public relations,” said 
the supervisor of a large sales de- 
partment. “This matter,” she con- 
tinued, “is strictly for the Public 
Relations Department.” 

How wrong that supervisor was! 
Everyone is responsible for public 
relations. It is not something that 
concerns only the P.R. staff and is 
to be ignored by all other persons 
in a firm. No matter what depart- 
ment you direct, as a supervisor, 
your work involves public relations; 


20 


you and those in your department 
are important in creating good will 
for the company. 

Public relations should start with 
top management, for top manage- 
ment is responsible for forming the 
firm's policies for customer rela- 
tions, employer-employee relations, 
working conditions, and service 
programs. Many firms don't seem to 
realize this. They go around patting 
themselves on the back because 
they have hospitalization, pension 
plans, adequate sick leave, pleasant 
surroundings, anniversary lunch- 
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eons, glee clubs, etc. But, even with 
all these “extras,” many of their em- 
ployees are disgruntled; and a num- 
ber of their customers do not think 
too highly of them. And why? 
Could it be that (as in one com- 
pany we know of ), every time there 
is an opening of importance, an out- 
sider steps into it? This is a person- 
nel problem, you say. True, but it 
is also one of public relations— 
internal public relations. How em- 
plovees feel is part of the entir 
public relations picture—and em- 
plovees want to feel that they have 
a chance to be recognized. to be 
promoted. If they have good feel- 
ings about their jobs, they will auto- 
matically be promoters of good will. 


ONE LARGE COMPANY dismissed a 
woman, without good cause, who 
had been with them more than 
twenty vears. We don't know how 
much talking the woman may have 
done on the outside, but it is sur- 
prising how quickly the “grapevine” 
works. That one dismissal cost that 
company thousands and thousands 
of dollars in good will because 
many customers said, “We didnt 
think you were that kind of outfit.” 
The management of this company 
has since admitted it made a ter- 
rible mistake. 

An official of another large com- 
pany recently said, “There is no 
longer any difference between us 
and our competitors so far as ma- 
chines, methods, or processes go. 
We all know the same things about 
how to make the product. A com- 
pany s edge now: lies only in more 
effective use of its people.” 


PUBLIC OPINION is a powerful thing, 
sometimes slow to take a stand but 
a factor. 
business is vitally concerned, A 


nevertheless, in which 
company may do dozens of favor- 
able things and nothing will be said 
about it; but, if just one wrong 
thing is done, the repercussion ma) 
be so great as to make the good 
will of years sufter. 

Take the case of the airline that 
sold eight tickets more for one Hight 
than there were seats available. De- 
spite the fact that this was excused 
as a technical error, the incident 
made the headlines in all the news- 
papers. Later we saw a passenget 
who had been put off that plane. 
He was still fuming about it! 


‘ . ) 
(Continued on page 4/ 
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Job Shopper or 
Job-Hopper? 





BY DONNA DICKEY 





O YOU HOP from job to job or do you shop for a 
1) career? The white-collar girl who flits from one 
typewriter to another is a modern version of the rolling 
stone. She just keeps bumping along, never finding a 
comfortable spot to settle down and pleasantly gather 
moss. This kind of wanderlust is an occupational fever 
of today. It indicates that many young women are not 
selecting their jobs carefully enough. They are not 
shopping for them. 

In the kitchen, tough meat, wilted lettuce, and 
sour milk would not make a good meal. The housewife 
who unwittingly comes home with one or all of them 
is a poor shopper, no matter how well she can cook. 
Similarly, in the office, tough boss, wilted secretary, 
and sour tempers do not make a good job. No matter 
how efficient she is, the girl who does not shop care- 
fully for a position ends up job-hopping. 


A CHANGE NOW AND THEN, when necessary, is good. 
But changes that get to be a habit are bad. 

You say it is all very well for home girls: They can 
learn how to judge cuts of meat and are soon poking 
vegetables with the experts. But how about career 
girls? Can they learn the “cut” of a boss and what 
“condition” his office is in before they take the job? 


They certainly can! No special talent is required, and 
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anyone can learn. It is only good sense to shop care- 
fully for something that means a future, savings, se- 
curity, and satisfaction. 

Yet, not everyone does. 


HERE IS WHAT some successful career girls have done 
about shopping for their jobs. During the initial inter- 
view, they conducted a little mental interviewing of 
their own. They tried to grade the different parts of 
the job as “Excellent,” “Good,” “Fair,” or “Poor,” by 
asking themselves questions like these: 

The Boss: Is he the kind whose desk and hair (it 
any) are standing on end? Does he need a secretary 
who can take over on her own or does he like to bark 
orders? Is he the sort who wants an alter ego to antici- 
pate his next move or is he calmly self-sufficient? 
Which type can I work with best? 

(Shop for a sense of humor. It is a very good thing 
to have in a boss when the going gets tough, as it often 
does in any normal day. A sense of humor is not hard 
to spot, even during a brief meeting. Look for a smile. 
It is first cousin to a laugh, if genuine and not just 
dusted off for the interview. You can soon become ex- 
pert at smile-judging and will pick the real ones from 
the phonies every time. ) 

The Office: |s it well-ventilated and adequately 
lighted? Is it close to transportation? Convenient to 
good eating places? Are stores nearby for lunch-hour 
hosiery pick-ups? Would street noises distract? Is the 
neighborhood safe for you to walk alone in after dark? 
Unimportant as these details may seem, it is very often 
some “small” but continual annoyance that starts the 
job-hopping cycle. 

The Work: ls it well-defined? Just what would my 
duties cover? Approximately how many dictated let- 
ters a day, for instance? Is there a good deal of detail? 
Telephone relief work? How much overtime is ex- 
pected? (If necessary, do not be afraid to ask the in- 
terviewer questions just as you are being asked. This 
is an important crossroads for both you and the com- 
pany. ) 

The Company: [s it a new and thriving one? or old 
and established? Would it weather a depression? 

The Employees: Will somebody help break me in? 
Why did the former girl on the job leave? Are the 
employees relaxed or tense at their work? (Make it a 
point to see some of them.) Are they conservative or 
casual in dress? ( Before the interview, try to find out 
if the personnel turnover here is large or small. Details 
like this tell a good deal. ) 

The Salary: (Don't be an eager beaver about this 
point. It may not be mentioned at the beginning of 
the interview. Let it be unveiled at the proper moment. 
But afterwards get the complete picture.) Are raises 
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automatic? How are deductions made for pension, in- 
surance, hospital care? Are any or all of these services 
provided entirely by the company? 


\lost OF THESE ITEMS will be discussed during the in- 
terview. Check them off mentally as they are men- 
tioned. Bring up in an easy, conversational way those 
that are not. No job will rate A-plus on all points. But, 
if in your own mind you can give the job a “Good-to- 
Excellent” mark, all things considered, then you have 
shopped carefully. Now all you need is to have the 
company, in turn, accept you! (A spotty record of job- 
hopping doesn't boost the chances.) When you shop 
carefully, it’s possible to find the job that will make 
work seem more like fun. 


Preinterview 
Check List 


BY ANN MERENESS 








OU SIT THERE and wonder, “Will I fit in with 
, wee the employer has in mind? Will I have the 
skill, the personality, the experience, or training that he 
requires?” And, perhaps, “Will this job be the one | 
want?” Because your mind will be occupied with some 
uncertainty, this is the time to have your job-hunting 
routine lined up, the details ironed out so that you can 
give all your attention to the interviewer's questions 
and can go sailing smoothly through the interview. 
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By checking yourself on these points before starting 
out, you will be composed and assured—this leaves 
you free to do a grand job of selling yourself. 

A. For applications that rate A-plus— 

1. Tuck your pen in your purse. ( Personnel offices 
are noted for their scratchy, leaky pens! ) 

2. Take your own ink eraser, just in case. 

3. The Social Security people gave you a card; take 
it along. You'll need to know its number. 

4. How about making a list of the dates of your 
school attendance, your last places of employment and 
salaries received, so that you won't get confused when 
youre hurrying to complete an application? 

5. Be sure of your typing and stenographic speeds. 

6. What office machines have you mastered? List 
all the various ones you're familiar with so that you 
can write them in quickly. 

7. Have handy the names and addresses of three or 
four people who have said they will be glad to give 
you recommendations. 

B. Come well-documented— 

l. Bring along a personal-data sheet that contains 
the necessary information about your personal his- 
tory, training, and experience. Many bosses will beam 
happily when they realize that they don’t have to 
wait and wait for vou to fill out an application before 
the interview. 

2. A few crisp, business-perfect letters as samples 
of your work will convince him of your secretary-ship 
possibilities. 

3. Any letters of commendation you have received 
for jobs well done. 

4. Those awards you have won for office skills— 
they re impressive! 

5. And don't forget some recommendations-in-writ- 
ing, the more the merrier (for you 
@. Check your mental attitude—it’s showing! 

1. First, sell yourself on your ability, then sell your 
ability. 

2. Keep that sense of humor—sunny-side-up, if you 
please! 

3. Don't hedge on the questions asked vou; honesty 
will get you further—and keep vou there. 

4. A smile is your best introduction, don't leave 
it at home. 

5. Don't press the matter of salary, hours, vaca- 
tion. ete. The interviewer will bring all this out when 
he’s ready and won't appreciate your bringing up 
these subjects too soon. 

BD. “Mirror, mirror, on the wall— 

1. Be as well-mannered in appearance as you are 

in voice and actions. Choose your colors carefully, and 


be sure they match or harmonize. 


2. Need we mention neatness and cleanliness? 
LZANDBBOOK @ JOE HUNTERS HANDBOOK 
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3. Of course, your ensemble includes hat and gloves, 
and straight-seamed stockings. 

4. And don't forget—Smoke Gets in His Eyes! Many 
employers will frown on smoking. 


Quick Relief for 


New-Job Jitters! 








BY FLORENCE B. GOULD 





Woe. it’s vour first job or just a new job, 
the day you start can be rough! But the day be- 
fore is When you come down with an annoying case 
of new-job jitters. You're happy, but you're wretched 
You fuss and fidget. You worry and fret. How will 
things work out? Will you do well? Will your co- 
workers like you? Will you impress your new boss 
favorably? If you want to get a good start on your new 
job, don't let your jitters turn you into a self-conscious 
blundering cartoon of yourself. 

First, give yourself an encouraging pat on the back 
—you did get the job, you know. That's something to 
give you confidence—your boss had certain require- 
ments for the job, and you filled the bill! His choice 
Wasn't casual at all; he felt reasonably sure you could 
handle the work. Credit your boss with knowing how 
to choose employees. 

But here’s how you can prove that point for your- 
self. Write out the duties as he outlined them to you 


in your interview. Put down each process. Even if 
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dusting his desk is part of your duties, or keeping 
his fountain pen filled, include that. Now, you'll have 
to be very fair. As you read over each item of work 
youll have to do—the typing, the filing, the record 
keeping, etc.—ask yourself these questions: Do I know 
how to do this? Do I like doing this? Can I do this 
easily? Those duties that rated three yes answers are 
the ones at which you may expect to shine. So forget 
about them. But study the others. 

If you are afraid of a chore because you've never 
done it before or, perhaps, because you've done it 
inefficiently, underline it! That’s your trouble spot. 
That's the thing you'll have to work at. Your first 
day, and every day, you'll have to make a conscious 
effort to improve your rating on those points. 

If you look at your list before you go off to work 
you wont be afraid when you come face to face with 
your difficulty. Youll recognize it at once as one of 
your trouble spots, and you'll make an effort to meet 
the challenge it offers you. You may have to ask ques- 
tions about it, but don't hesitate to do so. 

Tomorrow, when you start your new job, you'll have 
an opportunity to make many new friends. Recogni- 
tion by co-workers has to be earned, You may have 
been the best student in your secretarial classes and 
the most popular outside, but here it’s the way you 
do your work that counts. If you do a good day-by-day 
job and are friendly and unassuming, your associates 
will take to you. So forget any look-who-l-am routine! 
The best education, the finest family background, o1 
the most enviable ex-job won't make them like you it 
youre a dud on this job. 

You know the old proverb, “A new broom sweeps 
clean.” Well, don’t practice it! Your associates will 
respond coolly to any radical changes you make, So 
will your boss. Personal observation will reveal things 
that are wrong, but don’t start suggesting remedies 
right away. And don't sound off on them and risk being 
called a complainer. Instead, let your observation Vive 
you a good perspective. Later, when you have had an 
opportunity to study the problem from all angles, you 
can make a sound suggestion that will be appreciated. 

You might be asked to do chores that were not 
mentioned during your interview. Don't point out that 
this isn’t part of your job. Your willingness to co- 
operate gauges your adjustability. It will rate high 
when it comes to promotions or raises. 

Little things, like finding the locker room, rest room, 
supplies, or the water cooler, could add to your ners 
ousness and feeling of strangeness. These are mere 
housekeeping details. You had them when starting out 
in a new school, or when moving to a new house. But 
you became oriented in a few days, so you needn't 


let them bother you now, (Continued on page 55) 
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OH! The New Typewriters 


Each of the typewriter companies has recently pre- 
sented for the approval of vour eves, ears, and finger tips a 
new-model typewriter. Old prejudices and preferences go 
out the window, now, for all the new machines are so very 


much— 
BY 


Prettier: They come in almost any color; mostly voull see 
DR. ALAN gray, soft green, or brown, with a contrasting color on the 
key caps and just a spot or two of chrome. 


Quieter: They all have built-in “hushing” aids and. to cut 
down vibration, a more rigid construction. One machine 
even has an “air cushion” to quiet the carriage-return 
thump. 


LLOYD 


Easier: Key caps, these days, are grooved for surer control. 
Touch is lighter. Type bars move faster and get out of each 
other's way quicker. Paper feeds in smoother, paper bails 

behave better, margin stops are easier to adjust. 
And each machine has special features, such as . . 





THE NEW IBM. of course an electric. has three THE NEW R. C. ALLEN, vastly improved grandson 
“automatic” keys: space bar. carriage-return, and un- of the Woodstock, has snap-snap automatic margins in- 
derscore. Tap them normally, they operate normally; stead of hand-set stops; and it has fingers that point 
hold them way down. they repeat until you release at a scale. to reaffirm where the margins are set. It 
them. There's a cushion, too, that silences the carriage has giant-sized (well, double-sized!) caps on the back- 
return. Other changes: paper release. moved to the spacer and tabulator. The key caps are deep-grooved, 
right-hand end of the carriage ... a new “flag” to have a snug feel. It has light-to-heavy touch control 
remind you that the motor is on... easier way to re- (and the light is light) . .. a cover plate just right 
move the platen ...a device that keeps carbons from for jogging carbons before insertion. Margins are both 
wrapping around the roll... and non-glint, satiny-look- visible and automatic, so this model is called the 
ing key caps. “VisOmatic Allen.” 
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THE NEW REMINGTON features hand-set margin 
stops. in plain sight atop the carriage. The margin and 
paper-bail scales are “zero centered”: that is. count 


from the center out: so you simply set the stops at 
jc jr 


25 25 to get a 50-space line. Also: a regular 0-100 
scale ... quick clicking of the paper guide into position 
for using either set of scales ...a “key release” button 
that untangles jammed keys ... and longest tab ba 


of anv modern machine. 





THE NEW ROYAL “HH.” a streamlined brown-and- 
green beauty. was first to add the key and a palm 
tabulator bar as standard equipment. It. still has 
“magic” automatic margins; but the set keys are small- 
er. smoother, in a lower, you-can’t-snag-'em position. A 
dial on the left side of the machine enables you. at will, 
to “soup up” the carriage action so that the carriage 
hops and spaces faster and the keys respond to the 
touch you prefer. 








THE NEW SMITH-CORONA (the “88.” because it 
has 44 keys. 88 characters) has two new keys on the 
top row: a 1l/! at the left, a +/= at the right. The 


backspacer and margin release are lower, beside the 


() and 15 respectively, close to the home-row keys. 
Two separate snap-snap margin-set buttons replace the 
old up-and-down single margin-set lever. Retained: 


easy-to-remove platen... ability to type to the bottom 
edge of the paper... and “page gage.” 


THE NEW UNDERWOOD has improved its famed 
front-set margins—-good-by to the cross-handed arrange- 
ment of earlier models. Now you press and slide the 
stops; you control the margins directly. Retained 


paper-centering scale .. . special centering scale . . 
margin-guide “diamonds.” Added: 28-step touch con- 
trol... new + key ... flat covers over ribbon spools, 


which make a fine carbon-pack jogging surface 
simplified ribbon arrangement .. . grooved key caps. 
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BY ISABEL T. 


Look Down 


that Ladder 


CAROLAN 





QZ OUR LUNCH HOUR that day is very special. 

You wonder if you really shouldn't celebrate in 
some way—perhaps by a wonderful, extravagant lunch- 
eon with your best friend, perhaps by making an ap- 
pointment for a new hairdo or by buying the craziest. 
most beautiful hat you ever saw. Because it's come— 
its here—it’s yours—the promotion that you have 


dreamed. of for so long! 


YOU HELD YOUR HEAD HIGH as you Climbed that business 
ladder. But pause now for just a moment and look 
down. There's another girl standing at the rung below. 
where you started your climb—the girl who has been 
promoted to your former job. 

Perhaps youve known her for years, but suddenly 
she seems very young and just a little frightened. 
Frightened at the idea of handling your old job? That 
work you could do with your eyes closed? You smile 
a little doubtfully, wonderingly . . . 

The girl below is wondering, too. She’s wondering 
about all the things you know—the specific procedure, 
the short cuts, the tricks of the trade she'll have to use 
in this particular job. Reflect for a moment—the same 
things that puzzled you at first (remember?) are 
puzzling her now, and she needs you. 

You will, of course, take time to give her an over-all 
view of the work, but it is even more important to 
familiarize her with the little personal details that will 





make it easier for her to handle work for her new 
boss. To her, at least, he’s an unknown quantity, so 


let’s call him “Mr, X.” 


THERE ARE SO MANY THINGS she doesn't vet know about 
Mr. X, the things you've learned by experience. For 
instance, does she know, perhaps, that being his sec- 
retary means that figures and initials must always be 
checked, no matter how definitely they are dictated? 
Fast-moving Mr. X depends on his secretary to make 
sure these details are accurate. 

Or perhaps Mr. X is a slow and easy person who is 
a delight to work with but who is apt to let important 
matters slide. Does she know that he will respond with 
bovish gratitude, however, when they are brought to 
his attention? 

Is Mr. X a nonconformist who really prefers his 
desk left in its lamentable condition of untidiness? 
(In that case the nearest approach any secretary dares 
make to neatness is a quick, once-over-lightly with a 
duster.) Or is he, instead, the meticulous type who 
will develop a cool and aloof manner if his desk is 
allowed to remain undusted until ten o'clock? 

Is Mr. X a little hesitant in dictation, grasping 
gratefully at a quiet suggestion of just the right word 
here and there? Or do his letters sound like well-re- 
hearsed speeches? 

What about the physical constitution of Mr, X? 
Is he subject to colds, which means no open windows 
in his office unless it’s midsummer, or is he as rugged 
as a Northwest Mountie? 

... What sort of fellow is Mr. X. anyway? Is he as 
even-tempered as an angel. or given to moods? Is he 
conversational? Does he have any specific idiosynera- 
cies? Is his basic business attitude “we” or “I”? Is he 
willing to share credit for work well done or does he 
like to star in the spotlight by himself? .... Ah, he’s a 
study, that Mr. X! No wonder his new secretary seems 
nervous. She'll relax quickly enough, though, if she 


has your “inside information.” 


How ro impart ir, and when to do it? Some helpful 
hints could be given in the powder room or over a cup 
of midmorning coffee or while walking to the bus stop. 
One smart and helpful secretary made a couple of 
timely luncheon dates with her successor, during 
which Mr, X’s virtues and vices and personal quirks 
were thoroughly discussed. Somehow or other, inform- 
ation about this bit of feminine strategy reached the 
personnel manager, who was sufficiently impressed to 
suggest a special bonus for the girl who looked down 
the ladder “for co-operating in the establishing ol 
smooth-running office relations.” 

This is no promise, of course. No personnel man- 
ager may ever become aware of your help to the git! 
on the rung below; but, if it is true that “nothing suc- 
ceeds like success,” it is equally true that “nothing co- 
operates like co-operation.” 

And, even without requesting it, the girl who 


gives co-operation usually gets it. 
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‘ The smooth lines, the careful detailing, the evi- 
h dences of quiet good taste that you want in a 
0 job-hunting outfit are all flatteringly present in 
this Glenhaven suit. Trimly tailored in a crisp, 
© tweedy-patterned acetate rayon, it can well be- 
si come the backbone of your on-the-job ward- 
, robe. The Norfolk-type jacket, closely double- 
ey breasted and belted within tabs, is unlined. 
is Under-collar and cuffs are white pique. In char- 
coal, navy, and brown. Sizes 8 to 18, 7 to 15. 
1S About $22.95 at Stern Bros., New York; Wood- 
rd ward & Lothrop, Washington; Winkleman Bros., 
7 Detroit; Dayton Company, Minneapolis; and 
‘ Livingston Bros., San Francisco 
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od for success 


Whether it’s a new job or a new promotion 
you re aiming for, you know how important it is 
to look the part of an executive secretary. 

Here is a group of outfits that are both 
attractive and businesslike—sure-fire formula 
for convincing any boss that you have the good 
taste and sound judgment 


a top position requires. 


White frosting in the form of a pretty crochet-edged collar, 
adds a soft feminine touch to this checked dress that 

tells the world you're the girl who has plenty of business 
“savvy.” Designed by Dorothy Hubbs. the dress is done 

in a woven checked cotton (black, brown, or navy) and 

comes in sizes 12 to 20. About $14.95 at Lord & Taylor’s, 

New York; Chandler’s, Boston; The Fair, Chicago; Denver Dry 
Goods, Denver; and Charles F. Berg, Portland, Oregon. 






First choice of top secretaries is a smartly tailored 
suit, such as this Briarbrook suit by Leslie Fay. 

It will keep its trim look throughout a hard day 
because its Cohama tweed fabric is an ingenious blend 
of rayon and Acrilan acrylic fiber. Fitted jacket 

has white over-collar and lengthwise tucks that 

deepen to pockets at hips. In navy or gray; brief 

sizes 10 to 18. About $40 at Macy's, New York; 

Hecht Co., Washington; Titche Goettinger Co., Dallas; 
Boston Store, Milwaukee; Carson Pirie Scott, Chicago. 





The linen-look matchmates paired to make this smart 
casual suit will be important mixers in your 

spring wardrobe. Made by Jonathan Logan in washable 
crease-resistant spun rayon, they'll also be easy to 

care for. Siim, pocket-trimmed skirt comes in pur- 

ple. brown, or black; cardigan jacket in white 

with skirt-matched trim, Sizes 9 to 15. Skirt about 
$5.95; jacket. $6.95. At Best & Co.. New York; 

May Co.. Cleveland: Seruggs Vandervoort Barney. St. 
Louis; and Broadway Department Store, Los Angeles. 











Scroll yoke design and pert hip pockets set off 
this slender sheath dress by Lampl. Made in 
spun rayon with a linen look. it comes in wonder- 
ful colors: pink. blue. aqua. mint, melon, navy, 
black. luggage. Sizes 10 to 20. About $11 

at Abraham & Straus. Brooklyn: Strawbridge & 
Clothier, Philadelphia; Lowenstein’s. Memphis; 
Halle Bros., Cleveland; Schuster’s, Milwaukee. 


Whether knitting on your lunch hour or scouting an 
exciting new job, you'll make a good impression with this 
beautiful Judy Bond blouse. Its luscious silk fabric, 

in a new linen weave, and the superb tailoring and detail- 
ing seen only in very expensive blouses belie its $5.98 
price tag. Buttoned-down tab collar is convertible to 

a smooth V. Delectable colors: pink. blue, maize, mint, 
lilac. white, or natural. Sizes 32 to 38. At Oppenheim 
Collins’, New York; John Wanamaker’s, Philadelphia; 
Marshall Field’s, Chicago; White House, San Francisco. 
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| H E WELL-PUT-TOGETHER 


rANVHE WELL-PUT-TOGETHER LOOK does more 
| than money for your appearance. When you have 
it, men rush to hold doors for you, elevator operators 
find space just for you, dates materialize for you, jobs 
practically walk up to you. The girl whose appearance 
shows that she’s a “pretty smart cookie” is the one 
who finds personnel managers selling her the job and 
bosses beaming in her direction when an opportunity 
for: promotion comes along. 


WE ALL WEAR CLOTHES, but it’s what we wear and 
how we wear it that makes the difference. The well- 
put-together look is possessed by the girl whose outfit 
is a complete unit of good taste. Her suit or dress, 
her coat, and all her accessories are each properly 
tailored, casual, or dressy, as the occasion warrants. 
Each element harmonizes with the others in styling 
and also in color. Each is chosen with care to make 
an attractive, co-ordinated whole. 

It’s convenient to think that this kind of appear- 
ance requires a big, fat paycheck. While, admittedly, 
it's somewhat easier to dress well if you can afford 
high price tags, it’s also a perfectly simple matter 
to look very smart on a limited clothing budget. 
The secret is to search for the best buy you can 
afford—in materials, fit, styling, and workmanship. 
Sometimes this means more shopping and less buy- 
ing. Sometimes it means splurging on one really at- 
tractive dress instead of buying two cheaper, non- 
descript “bargains.” The good dress will hold up 
better and longer than the cheaper ones. And a flat- 
tering outfit quickly pays off in self-assurance and 
the priceless elation that comes in knowing you look 
your very best. 

The girl whose outfit is beautifully co-ordinated 
undoubtedly shops by color schemes—perhaps un- 
usual color schemes. She may be the girl who chooses 
russet tan shoes and purse and then limits her pur- 
chases to beiges, greens, and similar harmonizing 
shades that will make attractive color combinations. 
If her pride and joy is a lovely blue topper, she'll pass 
up an out-of-this-world aquamarine hat no matter 
how flattering it is. And she never pairs off one bril- 
liant shade with another (bright Kelly green with 


BY HELEN WHITCOMB 


vivid tangerine, for a horrible example) because she 
knows the wisdom of using one bright accent to play 
up softer colors. 

Clever use of color is one of the most satisfac- 
tory and least expensive ways of adding interest 
to a costume. Indulge in a few striking accessories 
—a lavender belt that you can team with artificial 
violets or a lilac-strewn hankie, a red and white 
striped scarf to pair with a red patent belt, daffo- 
dil-yellow gloves and necklace to brighten a gray 
dress. 

The trick is in not carrying things too far. Red 
hat, bag, shoes, gloves are two reds too many. 
Rather substitute black or white. Your color ac- 
cents should be just that—attractive accents—and 
should not vie for dominance with your main color. 

Money spent on attractive accessories is well in- 
vested. The difference between one girl's shirt and 
skirt and another's may hinge on something as sim- 
ple as a good-looking belt. Or it may be that the 
one girl has tucked a scarf in her neckline or fas- 
tened her collar with a marvelous big pin. Maybe her 
whole outfit is set off by the good-looking purse she’s 
carrying. Since accessories aren't limited to one dress 
or suit, theyll mix-match with several outfits to pay 
their way in compliments for many seasons. 


AND Just A worD about the completeness of the 
well-put-together look. It requires that all the cos- 
tume elements be present as well as color-accounted 
for. The smartly dressed secretary will wear a_ hat 
and carry a purse and gloves no matter what. She'll 
polish and brush and iron till every item looks its 
best. And she'll set off her outfit with suitable under- 
pinnings. The girl who’s well dressed knows the dif- 
ference that a pretty cover-up slip can make under 
a sheer blouse, or the right girdle and bra under a 
fitted dress. 

The co-ordinated look is work, yes. But, when the 
big chance comes your way and the boss murmurs, 
“I think we should choose that girl because, besides 
being competent, she makes such a good appearance, 
you'll have just one more pleasant proof of how worth 
while it is. 
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Earn a degree in 


aernyy 


at the 





University g Denver 


... for a business career 
...-to teach business 


By pursuing a four-year Business 
Education curriculum, you will earn 
a Bachelor of Science degree in Busi- 
ness Administration. This qualifies 
you to teach: 


Secretarial Subjects 
Accounting 
and 
Other Business Fields 


(On a high school or college level) 
You will also be equipped for a 
career in business. 


Forcatalog and information, write 
EARL G. NICKS, Chairman 


Department of Business Education 


UNIVERSITY of DENVER 


DENVER 2, COLORADO 

















END ANNOYANCE OF CLINGING CLOTHES 
Now, wonderful SLIP EASE takes the annoy- 


ing “cling” out of washable materials by 
stopping static electricity. A capful of this 
clear, odorless liquid in the final rinse wa- 
ter leaves garments fresh and “‘cling-free”’ 
‘til next washing. Fabrics are softer, smooth- 
er—easier to iron. 4 oz. bottle gives 30 
washings. At drug and dept. stores. Or, send 
$1.00 (postpaid—no COD’s). Results guaran- 
teed. SLIP EASE Products Co., Dept. T, 100 
W. Chicago Ave., Chicago 10, Ill. 














Don’t Be Sorry @ Play Safe! 


TODAY'S SECRETARY CANNOT assume 
responsibility for currency lost in the 
mail. If you register letters or packages 
containing currency, Uncle Sam will reim- 
burse you in the event of nondelivery. 

You can also send a money order or 
check for even small amounts, or buy 
Gregg Awards stamps to send with your 
test papers. 
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Doing Nature One Better. These pretty 
leaf pins have all of nature’s lovely de- 
sign, but they come in scrumptious colors 
Mom Nature never attempted for leaves 
—pretty pastel blue, 


pink, masse, summer! 





white, navy, or dramatic black, all edged 
with gold and adorned with a lustrous 
pearl. The pin has a little loop on the 
back so that it can also be worn on a 
chain as a pendant. There are both ear- 
rings and cuff links to match the’ pin. 
Prices (including tax and postage) are 
$2.50 each, or $4.50 for a combination of 
two items. Write the Leeway Company, 
Room 1807, 505 Fitth Avenue, New York. 


Strictly for the Birds. And how they 
love it! If you want the birds to gather 
round your backyard, here’s a set that 
will make many a comfort-loving bird 
decide to be a steady visitor. The set con- 
sists of a birdhouse, a bird feeder, and 
a tiny birdbath painted to look like a 
pretty green leaf. All are made of very 
lightweight aluminum. They come painted 
green and brown, and are unassembled. 
Very easy to put together. 
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To help you become a real expert at 
identifying the birds that are chirping 
outside your window, a record of birdcalls 
is included and even a bird whistle that 
makes it fun to try your skill at bird call- 
ing. Also included is a bit of bird feed to 
start you off. All this for $1.69, postpaid, 
from S. J. Wegman Co., Dept. 11, Lyn- 
brook, New York. Incidentally, you might 
keep this in mind as an ideal remem- 
brance for Mother's Day. 
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Wedding Gift to Cherish. What brid 
wouldn't be thrilled to receive this 
thoughtful gift—her own wedding invita- 
tion encased in a beautiful little tray. A 
remembrance for a_ lifetime! The tray 
comes in brightly polished goid or sil- 
ver plate. It has lacy handles and rests 
on velveteen feet that will not mar table 
finish. If desired, the tray can be hung 
on the wall. Price is $5.50, 
(Same tray is also available 


postpaid 
in sterling 





at $15.50.) Write Mary Mobley, Dept 
21, 959 Peachtree Street, N.E., Atlanta, 
Georgia. You can mail the invitation with 
your order, and it will be returned fitted 
in the tray, or you can slip the invitation 
into the tray yourself when it arrives. 


Horseless Carriages. Even if you can't 
afford to buy a Cadillac, you can prob- 
ably afford to wear onc—if it’s the one in 
this set of three cute little old-time auto 
pins. There is an accurate one-inch replica 
of a 1903 Cadillac, a 1910 Ford, and a 
1909 Stanley Steamer. All are made of 





heavy-gauge copper, and the set of three 
is priced at only $2. Matching cuff links 
are $1.50 a pair. All prices include tax 
and postage. Order from Roslyn Hoffman, 
Dept. 1, 656 Broadway, New York 12. 


For Her Prettiest. These personalized 
plastic lingerie bags are wonderful as 4 
Mother's Day gift, shower gift—or even 
as a little present to yourself. They will 
protect your loveliest lingerie, your shee 
est hose, your special hankies and scarves 
They keep your drawers neat and, come 
vacation time, will be a boon to quick 
and orderly packing. And, best of all, the 
price is only $2 for the set of three bags 
The largest bag is decorated with beauti- 
ful hand-painted roses and is tied with 
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a pert bow. The name or initials you wish 
will be painted in lower left corner. Large 
bag measures 14 by 17 inches; medium 





] 


bag. 10 by 14 inches; small bag, 7 by 10 
inches. Available with blue, rose, or green 
binding. Order from Kathy Ilsa, De pt. 
14, Box 201, Montclair, New Jersey. 


Gayer than Springtime. What will 
make your springtime spirits soar higher 
i your new spring outfits look smarter 
han this pretty lilac blossom necklace 


ind earring set. The delicate blossoms are 





hand: ade and are woven ona gold-finish 
chain that is adjustable for choker or 
regular length. Earring blossoms go up 
the ear (not dangles Blossoms come in 
Whitest white. softest pink, or natural 
li The price is $2.50 for either neck- 
lace Or earrings, $4.50 for the set, includ- 
ing t ind postage. Order from Aimé 
Lee, Room 906, 545 Fifth Avenue, New 


Souk. 


For Prettier Easter Hairdos. Now is 


te Ume to investigate Toni's new hom«e 
permanent that 1S designed to give vou 
a taster, ¢ isier, and more natural wave 


in ever before. All three Toni kits 
Regular Super, and Very Gentle—have a 
newly improved waving lotion that re- 
quire nly 15 minutes’ waving time for 
every kind of hair. No guess work, no 


test curls. When waving period is com- 
pleted, you rinse your still-wound curls, 
wrap a turkish towel around your head 
turban style, and wait 30 minutes. This 
starts the deeply penetrating neutraliz- 
ing process. When the 30 minutes are 
up, apply the Permafix neutralizing so- 
lution, rinse, and your permanent is fin- 
ished—leaving you soft, long-lasting curls. 
Refill kit retails for $1.50, plus tax, and 
includes a bottle of Tame Creme Rinse. 


Round Peg, Square Hole. Here’s a case 
where the round peg in the square hole 
turns out to be perfectly fitting—extreme- 
ly smart, in fact—because La Tausca has 
used this motif for some intriguing ge- 





ometric jewelry. The 3-D centers of out- 
size, white lucite beads are framed in 
“gold” metal squares for a good-looking | 
earring and bracelet duo that’s perfect | 
for your tailored outfits. And the price— 
happily just $2 (plus tax) for the brace- | 








let, $1 (plus tax) for the earrings. At 
De Pinna, New York; The Fair, Chicago; 
May Company, Los Angeles; and many | 
fine department and specialty stores. 
Cuts Pressing Problem. You have to 
face it—keeping clothes neatly pressed 
But to make 
it easier, Damen Products Company, of | 


is a timeconsuming chore. 


Chicago, has introduced a heat-reflecting 
ironing-board pad that is said to cut 
Called Half-Time, 


the new silvery-surtaced pad reflects the 
heat; so the fabric is “ironed” from both 


ironing time in half 


sides. Half-Time is made of aluminum 
and fits all standard ironing boards. Costs 
$1 at hardware counters. 


The Decorator Touch. Fluid simplicity 
is the keynote of this graceful one-pint 
pot It will add sunny charm to any re- 
ception room or to a spot In your home. 
The mirror-smooth metal is solid brass 


l ode mh d i) look. | 


can or, better vet, 





? 
for a luxurious, truly 
Use it as a watering 


fill it with spring posies or plant some 





delicate ivy in it Ideal as a gift. Price 
is $3.75, postpaid Order from Mrs. Doro- | 
thy Damar, 105 Damar Building, Newark 
5, New Jersey. 
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lipstick protector 
Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
a brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 


to Renotr parfums Itd, Deportment T 


120 w. 42Np s1 v4 








DOUBLE GAIN PROMOTIONS, 


College } e! D 


OR 2S e 


SALARY 


CRAMWELL INSTITUTE, 


Dept. MS-7 Adams, Mass 














BAROQUE BANGLETTE 


Bangle bracelet with a brond new fashic 


ct 


Hond made original design highlight r 4K aold 
plated braid bracelet with a ¢ f or f 

ng simulioted boroque peor's " ‘ ed ze Ad 
justs to any wrist clasps with a twist and 


firmly in place 


$3.95 | 


himee be, ver. 


545 Fifth Avenue New York 17, N.Y 
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PATTERNED FOR TODAY’S SECRETARY 


1616—This attractive outfit can be dressed up or down for many occasions. It has 
detachable collar and cuffs and a wonderful skirt that is given easy fullness by 
an inverted center pleat and deep, soft pleats at sides. Sizes 12 to 20; 35 cents. 
4605—A double-duty dress that will look smartly tailored in the office when you 
wear its trim little jacket and yet can go gala for after-five festivities. The wide 
V-neckline of the dress bodice is attractively outlined, and the skirt is softly 
pleated at the front waistline. Sizes 12 to 18; 50 cents. 

16.36—Some like them slim; some like them full. If you belong in the first cate- 
gory, you'll probably love this pretty sheath dress. Slim and “narrow as an arrow” 
in front, it is softly bloused in back. Sizes 12 to 20; 35 cents. 


Simplicity patterns are available at most variety and department stores. 
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Just Teasers 


BY E. LILLIAN HUTCHINSON 





WHAT’S THE OPPOSITE? 


For each of the following words. choose from 
the lettered words that follow it the word that 


is most nearly opposite in meaning 


] Lenient a abundant b scarce Cc) wea d) strict 

2. Remote a) fictitious b) close ( real d i 
necessa\®ry 

. Superior a) detective, (b) minor c) interior 
d) worthless 

} lvnorance a knowledge. hb abilits ( truthful 
ness d) tamiliarity 


5. Approximately a) almost b) exactly c) grace 


fully, (d) incorrectly 





PERFECT POSSESSIVES 


Which of the following ten possessives are cor- 


rectly spelled? Correct any that are wrong. 


lL. whose 
2 | rank’s 
) lacie 's 
1. businessmens’ 
5. White & Co.s’ 
6 1NVISSE s 
several dollars’ worth 
Ss. two lawyer's 
9. their's 


LO. some body else's 


HOW IS “SHUN” SPELLED? 


Complete these words by adding the correctly 


spelled ending that is pronounced “shun. 


Ll. communica 
2. illustra 
3. conclu 
1. persua 


». OPposl 


6 repel 
7 compul 
5 provi 
Y. inten 


10. complex 





TRUE OR FALSE? 


Which of the following statements concerning 
letter styles and business English are true and 


which are false? 


l. The word yours should be included in the compli 


entary closings of all business letters. 
-. In writing to a person in authority, the compli 
ir\ closing Re spre tively vYouTS should he used 

how courtesy 

lhe date lin should alw ivs in lude the veal 
t A letter that contains — the line Attention j 
Mi r. A Dressler should have is its salutation 
De i? VI Dri ysle? 


» The information in the envelope address should 
rrespond to that of the inside address. 


6. Names ot well-known large cities may be abbrevi 


In immsice addresses and on envelope s, 





FORM AN ADJECTIVE 


Complete each of the numbered expressions with 


an adjective formed from one of the verbs listed 


below. 
prepare benefit extend pel ist 
allow reverse posses marvel 


l ilte! Ol to ft 

- limate for haytever flerer 

} school tor Harvard University 
1. instinct of little childre 

5 errors fur a beginner to ike 

6 follow-up letter 

: # lining In our topcoat 

S. red ind gold inset 


(Key to teasers on page 49) 





TODAY'S SECRI 


STARY @ April, 1954 37 





ee OP a 


re my » 
Le ‘ oe % 
ad PAF 4 le 

J ¥ 















. Ape re3 : wis 
et oRt ESE: én 


TEREST OF JUSTICE 





























Terry had to act fast or the surly youth could crush her boss’s chances—and her own 
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It’s Spring—the time of 


Fresh 


Beginnings *~ 


BY FLORENCE 


7ES. SPRING IS THE TIME of 
\ fresh beginnings, renewed vi- 
tality, and thrilling accomplishment! 
It's also a good time to build up a 
new stock of enthusiasm. Are you 
enthusiastic about your shorthand 
practice? I can’t think of anything 
than 
shorthand 


more worthy of enthusiasm 
practicing tor 


spe ( d 


Zip-zip 
Especially, — if have 
shorthand so that 
vour hand moves smoothly and rap- 
idlv to the rhythm of the spoken 


Wi rd. 


you 
learned to write 


| HAVE A STUDENT—a young lady 


who joined our staff in a clerical 
capacity- learn 
shorthand. She is very enthusiastic. 
\lention her 
sparkle! In two half-hour sessions 
and with plenty of 


practice 


who is eager to 


dictation, and eves 
homework 
she learned how to write 
shorthand fluently and accurately 
enough to take Letter 34 in the 
shorthand Manual when we met 
tor our third half-hour session! 
“But my. sister 
fided, “that the dictation is too 
slow.” Think of it! In only the third 
period of this 
hing writer was already conscious 
of the fact that she needed to speed 
up her writing practice! 
Do you enlist the 
someone at home to help you in 
your practice for speed? Get the 
family interested in helping you— 


says, she con- 


instruction. begin- 


services of 


get them to share your enthusiasm. 
Speed practice can be fun—and, 
who knows. you may have the po- 
tential for the higher speed skills 
required for court reporting! 





ELAINE ULRICH, 


Director 


WHAT Are 
you aiming at the position of re- 
porter, office supervisor, private sec- 
retary? If you elect to be a really 
good secretary, what kind of work 
interests you most: publishing, in- 
dustrial, legal? Remember _ that 
there are many kinds of jobs, and 
you can specialize in one field as 


IS YOUR CAREER GOAL? 


well as being a general secretary. 

Many vears ago, I had a student 
in my class who wanted to become 
the officials 
of the General Electric Company 


a secretary to one of 
when she completed her course. 
The Gregg Writer (the predecessor 
of Topay’s Secretary) published 
month. 
She practiced writing those out- 
lines over and over again, looked 
up and studied the use of 
word on the list. When 
ready for a job, she obtained just 


some electrical terms one 


every 
she was 
the one she wanted. “My employer 
was very much impressed,” she 
said. “He was surprised that I knew 
any technical terms at all! (She 
later married her boss, though that 
was not part of her plan. ) 


THINK OveR the specific require- 
ments of the kind of 
work you want most to do. Do you 


secretarial 


need an extra good command of the 
English language? knowledge of 
mathematics? familiarity with legal 
terms? Spring is a good time to 
think about such things. Then, with 
your ultimate goal in mind, put into 
your work, your planning, and your 
practice all the enthusiasm—all the 
vim and vigor—you can muster. 
And while you are climbing to 
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Awards 


Gregg 


your goal, you'll want something to 
show for your efforts. This depart- 
ment issues a large, attractive Cer- 
tificate of Vocational Competency. 
It is proper size for framing, and it 
is an honorary certificate that you 
earn for qualifying on the official 
tests offered by the Gregg Awards 
Department. Try for this certificate, 
for winning the necessary awards 
will give and 
will help you over the hurdles that 
you will encounter when you go out 


you self-confidence 


into the business world. 


HERE ARI that 
must earn before applying for the 
Certificate of Vocational 
Competency (check your score! ): 


THE AWARDS you 


special 


In Shorthand— 


OGA membership certificate 

Complete Theory certificate 
optional 

100-word Speed certificate 


In Typewriting— 
Senior OAT certificate 


50-word CT certificate 


The 60-, 80-, 100-word-a- 
minute shorthand speed tests and 


and 


the Complete Theory tests are pub- 
lished in Business Teacher (which 
is sent free to teachers, personne] 
directors, and training supervisors 
who request it; the requests must 
be made on a school OI company 
letterhead ). The typing and OGA 
tests are published here in TQO- 
DAY'S SECRETARY. 


I cannot urge you too strongly 


4l 








to take advantage of our many 
awards. Climb up the speed ladder 
in shorthand (60, to 80, to 100, to 
120—even, some wonderful day, to 
140, 160, 175, or 200!). Climb it in 
tvping, too, using the CT test (see 
page 44), from 30 to 40 to 50—yes, 
right on up to the expert levels of 
60 and 70 and 80! Many do; you 
can if you will! 


THERES A NEW AWARD just intro- 
duced that you ll be excited about. 
It is a Transcription Speed Award 
that typing and 


climaxes your 


——— 
JUNIOR OGA 


This material is “loaded” with 

easy joinings and fluent blends. 
Practice the material as many times 
as you like, trying to get a 

light, smooth, fluent copy in 

your best shorthand penmanship. 


You may copy line for line or 


in narrower columns: you may use 
blank or ruled paper. Shorthand 
notebook paper is fine. Your 
writing may earn you a Junior 


OGA certificate or pin. 


—> 
SENIOR OGA 


This material includes just about 
every possible shorthand joining 
—a real test of your ability to 
write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a 
uniform slant, and very smooth 
joinings. If you can qualify 

by penning a good copy of this 
material, you will get the 
Senior OG A certificate or pin, 
thereby becoming a member of 


shorthand training. You and I know 
that no one can measure up to office 
standards unless he can transcribe 
a mailable letter in quick time. 
Well, our new award is proof that 
you “measure up.” 

The test for this award is in Busi- 
ness Education World, the maga- 
zine for business teachers and office 
supervisors. There are separate 
awards for those who can make 
mailable transcripts of the test let- 
ters at the rates of 15, 20, 25, and 
30 wam. Think you could qualify? 
Ask your supervisor or teacher to 





give the test to you—and find out, 
Be first to win the new award! 


How MANY AWARDS will you earn 
this spring? Going to fill up your 
Awards Album, the attractive al- 
bum in which you can put all your 
awards certificates? Well, examine 
these two pages! Here are your 
OGA’s and OAT’s for this month, 

See whether you can make the 
first two “legs” on your Certificate 
of Vocational Competency _ this 
month by winning both the Senior 
OGA and Senior OAT certificates, 
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out. = 
Par RN JUNIOR OAT 


earn Dany As 
your I. ada . og speed Os 
> al- This month’s Junior OA T 
your test problem requires a wide-awake 
te typist! Center a copy of this 
nine T. | € t Opy oO 

outline on a half-sheet of paper, 
your 


being sure to use even indentions 
nth. and proper arrangement. 
the pee Low ogee seanel tye Be sure to apply this rule: 
icate "4 a Each line beginning with a Roman 
this OBE! 
at 


Z numeral must be typed in solid 
; Pr. capitals, must be cede 
nor D> v. 

ates, 


We pige 
ZZ. LL pat apace Lact Ob. a 


Like, Be, Ae, blank lines, and must be followed 
pte age SCIttae 


by one blank line. 
| aloe tre (O° hak! § © rent Me aso 














| 
- <4 
D Mr. Superintendent: = hh a 
i i . SENIOR OAT 
- It now looks as though the new vocational school 
we are constructing is going to be crowded even a a — 
| before its doors are opened next September. We seu naaihiins ted — 
| asked each of our eleven high schools to tell us inst: semiee Gia titer, 
, | how many students will transfer to the new school none ee ee 
in the fall. The figures indicate a total of eet eae oe 7 
_ 1,075, in a school built for 1,000 students: any inside address and signature 
ws irrangement you wish to use 
/ . , ond, retype the table 
u In order that you may consider whether to change PR ln is yeti a 
a/ the requirements, or the grade levels, or the diet Gn cibiacbatnintindk tute tall 
weal distance that may be traveled with permission, lI ee 
am giving you here the enrollment for the ninth, pene eee eee 
tenth, eleventh, and twelfth grades from each of Send both your letter and 
the schools: the card to earn your award 
Adams, 30, 25, 19, 21, total 95; Berkley, 23, 20, 
15, 12, total 70; Dixon, 35, 28, 18, 14, total 
95; Eavards, 0, 16, 8, 6, total 30; Farmingdale, 
. 4O, 38, 22, 0, total, 100; Hardesty, 60, 59, 48, 
» 23, total 190; Johnson, ho, 25, 21, 19, total 105; 
—_ Lincoln, 20, 18, 17, 10, total 65; "Malcolm, 18, 
12, 9, 6, total 45; Nothingham, 60, 53, 22, 25, ——--— —___— 
totel, 160; Roosevelt, 43, 32, 25, 20, total 120. rO GET YOUR AWARD 
/ Mail your work to the Gregg Awards 
oe Totals for the grades are: ninth, 369; tenth, Department (16th Fleer, 330 Wen 
: 326; eleventh, 224; and twelfth, 156. accompanied by the correct foc: 10 
ents for each certificate; 25 cents 
. As soon as you would like to.have me set up any ne ggg baie ag oes Menmdoon 
new analyses of the enrollment or call a special Seni OAT, Jenter OCA, end Senter 
meeting of the principals of the schools, I will agit gig ye. 
4) move at once. stats de ee eatin tad 
Yours sincerely, wa —— and OGA awards 
_ == 
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APREIL 


COMPETENT 





TYPIST 


TEST 





To compute speed, note the number indicated at the end of the 


speed, divide total by number of minutes; or, to get 


last line you ¢ 


/ 


net speed, Si 


opi 


0 
ubtract 10 


ed ¢ mpletely and add 1 for eac 


for 


h additional 5 strokes 
each error before dividing by number of minutes. 


typed. To get 


gZTOss 





Words 


Sometime ago a small girl stopped 


Words 


away bad spirits. Yet someone in our 


330 
337 
345 
351 
398 
366 
373 


426 
434 
439 
446 
454 
461 
468 
476 


quickly in front of our house and turned 15 own family or neighborhood may be 
around and picked up a pin. Then, know- 23 wearing a rabbit’s foot or a four-leaf 
ing that her action was a little strange, 31 clover for the same purpose. 
she defended it by saying that you must 39 There also is said to be luck in the 
be facing the point of a pin when you 47 way you wear your clothes; should you 
pick it up or you will not be lucky. 54 accidentally put on a garment wrong 
Perhaps I should have asked her what 62 side out, you must wear it that way 
she did with the pins she found, but 69 the remainder of the day or you will 
that might have broken the spell. Even = 77 surely drive your luck away. In fact, 
though people generally are not evident 85 there are so many different things con- 
believers in luck, there is enough 92 nected with this subject that you can 
credulity in most of them to avoid do- 100 hear of some new article or tradition 
ing some things or doing some other 107 that will make you lucky or unlucky, as 
things in order to give one some spe- 114 the case may be, in any new group of 
cial consideration with this thing 121 people you happen to meet. 
called luck or fortune. 126 One may wonder sometimes how such 
There are people who hesitate about 133 beliefs can continue to be handed down 
walking under a ladder, others who al- 141 from one generation to another when 
ways walk or drive out of their way 148 knowledge is so general. Everyone 
to keep from crossing the path of a. 155 knows that there can be nothing in a 
harmless black cat. Still others object 163 clover or a horseshoe itself that can 
to looking at the new moon over the _ 170 change the circumstances surrounding a 
left shoulder, in the belief that such 178 person and so prevent an accident or 
action will bring bad fortune. There 186 make an exception to the laws of nature. 
are some who will not begin atrip or 193 But, because unusual things do happen 
an important piece of work on Friday _ 201 that at the time cannot be explained by 
or on the thirteenth day of the month. 209 any reasonable means, one may account 
These people most certainly hate to 216 for them by a belief in the supernatural. 
see the thirteenth of the month fallon 224 This was quite true in the days before 
Friday, for then the probability of bad 232 science. A person may have barely es- 
luck is doubled. Perhaps you have also 240 caped death in a storm; and, since he 
heard someone say that you will have © 247 could not account for it in any other 
seven years of bad luck if you break a 255 way, it must have been because that 
mirror or that, if you spill salt, you 263 morning he had found a four-leaf clo- 
must immediatelythrowsome overyour 271 ver. It could not have been that he 
left shoulder to escape the results. 278 lay in a depression in the ground and 
Besides avoiding misfortune, people 285 the tree had fallen across it. 
from many parts of the world and for 293 Uneducated people and children do 
as long as anyone can remember have 300 not reason well; and that, coupled 
worn certain things to bring them good 308 with belief in the supernatural, 
luck. We may be amused at some arti- 315 keeps these notions alive. 
cle that primitive people wear to keep 323 a a a a 
This is special material, with all paragraphs of balanced difficulty and with commonest business words used frequently, prepared 


as a skill-boosting aid for Gregg Awards candidates by Dr. Adelaide Kauzer, of the State Teachers College in Emporia, Kansas. 
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WV ords 
330 
337 


476 


522 


625 
630 


est.) 


TRANSCRIBING 


below is the san 
from shorthand. Compute your rate on thi 
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fet ks Om ey Fe, oe 
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= 7) e., ~ — 7 ~ 79 
he acs LL Lo — 39 uw G1 


aw of 
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he age OO nee ie 

an am £5 KAS 2 
Was Fs lt le IF 132 
Pa. i ci week ee a 
ne Dowager. 2 ~,18 
et Q—~— o> 159 
Ce ie enn pene 
‘oe a or Les GZ 0 


Lane ae ae oe S- 2 A — 190 


ral 
—— » - a Cu «4 ae i 14 a— c 199 
@ 


Ue, Ps . —ew a -— 258 
4 - , a os6 HY 2 269 
¢ 


ay A ~ toc wer> 278 


SPEED 


e as the a gl Test across the page, and itis provide d 


ty 
s word-counted material in the same way you do when typing the €.1 


PRACTICE 


$0 that you can test and compare your speeds of ping from print and 


dun ie «=O 
eens Fae es x —— 307 


ae | C—O DN ar al ra ad 2 514 


“H~- < ~ Poh, . a 342 
pt haere Fae 


oil dail wet uM Baek it 


2 IR Ce 370 


7? i . 
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Compiled 


>} resistonce ( © 
cetate Z 
lye 4 
or t e 9 
¢ 
¢ 





hack -tilled fabr 
rre 3 
Ox 
t et weave y 
oti atm 4 Le 
e oth y 
/ 
Bembe , J 
/ 
( 
k k print 
boucle yarn o- 
Bradiord spinning (2 
brocdcloth ( — 
‘4 
buria ( y 
bursting strengt? oe 
~~ 3 
ng < ro 
cor > 
( 
carbonizing 
casein fibers s 2 
° : ) 
yj 
cashmere > 
r on 
cellulose é <, 
chomproy # 
cheniiie (<¢ L©e 
chlorinated wool eS 
circulor-knit Pp —o 
colorfost oe . . 
_ 
combed yarn Z a 
combing -<z 
commercial standards , aA 
continuous filament —~ Se 
ok 
converted goods 7 — 
ox 
corduroy en od 
core yarn ei, 
count of cloth eee 
covert ~ 
Psa 
< 
crease-resistant 4 
: — 
crocking ‘di ium 
cross-dyeing ~~ OO. 
cuprammonium os 
6 ee 
cut pile — 
Dacron a—o— 
decating 4 
denier / 


46 


Textile 


Terms 


for Today's Secretary by Richard C. Scott 


denim 2, 
detergent ‘ 
dobby loon 

( s 
ovurene ‘ 


embossing 





filament ” 2 


filter cloth 


Dardine * 





garnetting 


gingham 2 


greige 


grey good 


heod end 


herringbone twil| eq, 


hop sacking 


hydroscopic -~ "ies 


Indanthrene dye f 


indigo ‘ 


interlining ‘ nti 


Jacauard weove, 


jersey 


kersey - 


khaki 7 Oo 


laminated fabric = S 
lastex X tX% 

—— Ct — 
Launder-Ometer << 


leno re 


lightfast 
linen 


linters 
lisle —_— 


long-staple cotton — a 


——Fn, 


lustering 


morquisefte 


mercerizing amines 


2 
merino —<—__S 


mesh fabrics 
mildew-resistant _—e ~~ 


Milium —_—2_ a 





er tee = 
moire P 
‘ ot pare 
nt 
th repellency 
mule st é 
' tifilament yar 
fa 
r woven tabrics a 
) 
ny -« 4 
yr 
Oan : 
, er 
Oxford shirting , 
ic noch ¢ th 4 
par ute tabr > 
peeler tton é 
percale oa 
per nent tin ( 
permeability r 
perspirot resistant ri 
oA 
Per sn cotton e- 
) 
pick glass / oe 
prece-ayea eo 
pigmented Ce . 
Pima a 
piain weave i —— 
f 
popiin y 
preshrunk ee CY 
print cloth C2 7 
pulled wool A ? 
pyroxylin O« oo 
ramic $2 > 
yO 
ratine —t 
raw fibers 4 
* 
royon a 
regain standard it —- FO 
regenerated cellulose 4 
reprocessed wool ~~ / 
tn cy 
resiliency 7 " 
eee 
reused wool <> 
rib-knit ad 
ring spinning '& SF 
roller prints eee 
5 
rubberized fabric : 2 
<—) 
S twist 2 Pa c 
Sanforized a) 
San forlan a) 
Sanfor set = —— 
— 
— 
sateen a 
satin ‘ y 
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. e - 
schiffli embroidery 
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SY LF 
tricot —— = 
tubular fabrics od 

Laan 2 
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wool-dyed ~ 
s 
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wrinkle-resistant © 2 
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Wrinkl-Shed = ~— 2 
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oe 
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zein fibers 
Zelan Fé 2. 


yarn number 
Z twist 
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CHICAGO, ILLINOIS 


| Host City of the Nation 


BY ELSIE 


ChiCAGO IS FAMOUS. #7 -lr4 e292 
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How fast 


material is counted in 


groups of twenty “standard” 
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an you read shorthand? You can probably speed through this pose: which is based on epee Five and Six of the 
words 


‘ia fe aft aa) 

14 - ad 

A G Z eo“ o 7 , 
ot ‘a we 7 Or 

zo 15 

eo Yaa o> 7 /p la 
al? 73 \ i rz OO es of 
Z 16 
eri oo 7 a cet 77 
Me ar ae + #2 aad Okt Ae ? 

7 ss ih An c =v ind “Ar 
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aes 
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Sandbur 


“eo 2 7 Ps 


Manual. This 


‘acn, so that you can estimate your reading speed. 
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can take 





e Dictation 
— 7 
fastel 
= Ebb 
ana =- 
i In your spare time, 
AT HOME with- 


out spending much money, 

or annoying others ... by 

practicing from records 
that impersonate “the Boss” 
at increasing speeds. 


/. ma 
/cration 


kg 


\G (SC F, 
Th al 


Here’s a pleasant system devised by 
professional speed-stenos. set down 
in accelerating speeds on 78rpm_ or 
$$'orpm records playable right on 
your own home phonograph. You 
start at your present speed ... you 
listen, you write, you keep practie- 
ing. going from 60 to 80 to 100 to 
120 wpm before you realize it! This 
is combining business and pleasure 
with a vengeance! Get DICTATION 
DISC now! 





WORK UP 
EVEN TO 
OURT-STENO 
SPEED 





Imagine that boss's surprise 
and satisfaction when you si 
there waiting for him to spout 
faster. And he'll be rewarding 
you with a boost in salary, too. 


ORDER TODAY! 


USE COUPON TODAY Py 
a 
DICTATION DISC CO., 
BOX 637 
90 Church St... New York 7, N.Y. 
Standard 78 rpm —$2.50 each 
( ) No. | 60 & 70 wam 
( ) No. 2) 70 & 80 wam 
( ) No. 3) 80 & 90 wam 
( ) Now + 90 & 100 wam 
( ) No. 5 100 & 110 wam 
( ) No. 6 100 & 110 wam 
( ) No. 7 110 & 120 wam 
( ) No. 8 120 & 130 wam 
( ) Complete set $18.00 


Long Play 33) 


No. 


$5.00 each 
( ) lL 60 to 90 wam 
( ) No. 2. 70 to 100 wam 
( ) No. 3) 90 to 120 wam 
( ) No. 4 100 to 130 wam 
( ) Complete set $18.00 

( ) Entire series $33.50 


Also a complete series of court report- 
ing records in speeds ranging from 140 
to 250 wam. Literature on request. 


Enclose check or m.o. 
[add 35c¢ for postage} 
C.O.D. orders accepted 
Absolute quality guarantee 
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PUBLIC RELATIONS 


(Continued from page 20) 





Now LETS TAKE a contrasting inci- 
dent that also happened on a well- 
known airline. (We know this is 
true because we were onthe 
plane.) This airline had oversold a 
flight by one ticket. Everyone had 
boarded the plane even the extra 
passenger. When a member of the 
airline's explained the 
predicament and asked if anyone 
would be willing to give up his 
seat, not a person moved 

The young man left the plane for 
about fifteen minutes. When he re- 
turned, he had a very, very inter- 
esting proposal—the first person to 
reach the would be 
given a free ticket on the next plane 
plus a substantial check. There was 
a beeline for the exit, and we were 
all happy when a Serviceman 
reached the door first and velled, 
“Whoopee, [m= getting married, 
and this will pay for my wedding 
trip!” This incident didn’t make the 
headlines, but all of us in the plane 
were talking about the good public 
relations of that company. 


personnel] 


cabin door 


IN YOUR ROLE OF SUPERVISOR, you 
can help create good will in more 
ways than you may at first suspect: 

1. You must first realize 


dont already 


if you 
that people are more 
important than machines, and then 
vou will treat those in your depart- 
ment as human beings. 

2. You must be fair in your treat- 
ment of your people—no pets. 

3. You must treat and train your 
people so that they will take pride 
in their work. In this way, errors 
will be cut to a minimum, 

4. You must see that the work of 
your staff is always of the highest 
quality. If you receive too many 
“rush” jobs, you may have to do 
some redirecting of activities be- 
cause, if everything is done rush, 
something will suffer. 

5. You must see, to the best of 
your ability, that the promises you 
make to those in your department 
are lived up to. 

6. You must see that people are 
praised for work well done. It 
should occasionally be in writing. 

7. You must try to make everyone 
feel that her work is important— 
that she is an important member 
of her department’s team. 
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THE ABOVE SUGGESTIONS, of course. 
are all examples of internal public 
relations. Here are a few that affect 
external public relations: 

1. You must always be sure that 
promises made to customers can 
actually be fulfilled. If you are 
given a job on which some rash 
promise has been made that you 
know cannot be kept—vou'd better 
do some investigating before your 
customers do some yelling. 

2. You that the tele- 
phone technique of each member of 
your department is good. Many a 
customer is infuriated because of a 
flippant remark on the telephone 
or because he is 


must see 


transferred to 
about six different people before 
getting any satisfaction. 

3. You must see (as we warned 
in a previous article) that there 
are always enough girls on hand to 
answer all telephones during the 
lunch hour or the coffee break. Cus- 
tomers do not like to be kept wait- 
ing. 

$ You your 
group the importance of what visi- 
think of the 
looks of the department. This in- 
cludes on-the-job training in good 


must impress on 


tors (or customers 


grooming as well as good house- 
keeping. 

5. You must teach your staff to 
keep the customer's point of view 
always in mind when answering 
letters—even if they are merely 
transcribing them. A neatly typed, 
prompt answer to a request usually 
softens a negative reply. 

6. You must train where training 
is needed, for a company's reputa- 
tion is based on the actions of all 
its members. 

7. Lastly 
sidered both external and internal 


(and this could be con- 


do what you can to improve public 
relations as a whole rather than say- 
ing, “That's not my department— 
why should | worry.” 


LET Us TELL you how one capable 
supervisor in a sales department 
was able to bring about consider- 
able improvement in the public re- 
lations of her firm. It seems that a 
great many mistakes 
made by the men in the shipping 
room, and wrong or delayed ship- 
ments were causing cancellations of 


were being 


orders. The supervisor tried to fig- 
ure out why so many mistakes were 
being made. She finally decided 
that the men in the shipping room 
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(which was often referred to as the 


“dungeon” or “pit”) thought they 


were not important. No one, not a 
single person from upstairs, ever 
came near them. They were always 
contacted by phone or memo, and 
usually about a complaint. 

On the other hand, the thirty-five 
salesmen, who were on the road 
selling the company’s products, al- 
ways had a great fuss made over 
them. They were “kings.” When a 
salesman dropped into the office, 
there were pats on the back and 
congratulations on being ahead of 
last year on sales quotas, 


WHEN A COMPLIMENTARY LETTER 
came to the supervisor one day, 
thanking her for the quick handling 
of a rush order, she took the letter 
to her chief and suggested that he 
take it down to the shipping room 
personally and commend the peo- 
ple responsible. The chief was re- 
luctant to do so at first, but the 
supervisor continued to urge him to 
go. When he did, he found those 
in the shipping room so surprised 
and pleased with his visit that he 
decided to repeat this practice. 

The supervisor called other such 
letters and situations to his atten- 
tion. so he was able to make quite 
a few visits after that. How that 
shipping room pepped up! 

Later in the vear, when some of 
the salesmen came in for a confer- 
ence, men from the shipping room 
were asked to attend so that every- 
realize that 
and shipping personnel are mem- 
(A similar 
plan was worked out with those in 
the accounting department and, as 
a result, fewer errors were made on 


bills. 


one would salesmen 


bers of the same team 


ALL THIS ONLY GOES TO PROVE that. 
although a company may have a 
superb public relations department 
whose job it is to get publicity by 
arranging for 
programs, 


television 
notices in the press, 
speeches by members of the firm, 
or anything else that will bring the 
company favorable publicity, the 
entire program will fall flat unless 
each employee realizes that public 
relations is everybody's business— 
ves, your business! , 


Parts of this article were adapted from 
“The Road to Secretarial Success.’ by 
Irene Place and Madeline S. 
McGraw-Hill. 1954. 
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GO PLACES with Waldon Rotents Gronann 


EVEN AT 
MIDNIGHT 
in 


NORWAY 


(Photo Courtesy of 
Norwegian Information 


Service 


In The Land of The 
Midnight Sun and in 
lands the world-over 
Weldon Roberts 
Erasers superbly Cor- 
rect Mistakes In Any 
Language. 


900 SUEDE Soft eray 
rubber for quick 


Ask your office man- 


erasures ager or stationer for 
on any kind of paper. Weldon Roberts 
Convenient, slightly octag- Erasers for neatest 


onal shape. (With brush 


fastest correcting of 
attached, No. 9000 Suede x 


mistakes in_ short- 

Whisk.) 
hand, typing, hand- 
writing 


WELDON ROBERTS RUBBER Co. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Waldon Roberts | 
Enron 























Words 


Key to teasers on page 37 


PERFECT POSSESSIVES 

l. correct; 2. correct 3. ladies’ i 
businessmen’s: 5. White & Co.'s: 6. cor- 
rect; correct; 8. | 


lawyers 9. theirs; 
10. correct 


PRUE OR FALSE? 

l. truce Should — be 
yours; 3. true; 4. Should bs 
5. true; 6. never. 


Re spec tfully 


Gentlemen: 


WHATS THE OPPOSITE? 
l. d; 2. b; 3. c; 4. a; 5. b. 


HOW IS “SHUN” SPELLED? 


tion: 1, 2, 5, 6, 9: sion: 3, 4, 7, 8; 
ion: 10, 
FORM AN ADJECTIVE 


1. extensive; 2. beneficial; 3 
tory; 
sistent; 7. 


prepara- 
allowable; 6. per- 
reve rsible : §. 


3s possessive; S. 


marve lous. 





Don’t Be Sorry © Play Safe! 


THE GREGG AWARDS DEPARTMENT 
cannot assume responsibility for cur- 
rency lost in the mail. If you register 
letters or packages containing cur- 
rency, Uncle Sam will reimburse you 
in the event of nondelivery. 

You can also send a money order 
or check for even small amounts, or 
buy Gregg Awards stamps to send 
with your test papers. 
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SHIFT 
The Responsibility 


to ACCO! 


Let ACCO Fasteners and ACCOBIND 
FOLDERS take the responsibility of your 
paper-keeping, paper-finding. Filed papers 
will always be where they should be, where 
you can find them in a jiffy. 
ACCO-binding does away forever with 
“seatteration filing”— loose papers, messy 
folders, lost sheets. ACCO-binding saves 
time, tempers and money. It can be the 
difference in efficiency that spells profit. 
Remember...AN ACCO BOUND PAPER 
IS A SAFE PAPER. Ask your stationer. 
ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO punches 


and other filing supplies 


ACCO PRODUCTS. Ine. 
Ogdensburg, New York 


In Canada: ACCO Canadian Co., Ltd., Toronto 





RITE-LINE COPYHOLDER 
Promotes Accuracy - Increases Production 


Ps 
PRICE INCLUDING $ 
NEW TELESCOPIC | ] 75 


EYEGUIDE PLUS Tax 





TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 


<a 


EYEGUIDE CONTRACTED 


— 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you moy 
return it without charge within ten doys 


RITE-LINE CORP, '025—!5t Street, NW 


Washington 5, 0. C 
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'NU- VISE STEEL ‘SIGNALS 
FOR “VERTICAL” SYSTEMS 


S697/ 7, 
’ - "S$, TI 
Hind - 
l2s - Head Gasker {, 
} - @ = ball 61 
} . 
ae 37 96 roe 4 
so ’ 


NU-VIZ STEEL SIGNALS | 
| _ FOR “WISIBLE” SYSTEMS | 


a E ss — 
neon ae ax bs 


| CELLUGRAF TRANSPARENT = 


when records, maps and charts 
Speak for Themselves 

Give voice to your reference files and 

charts with Graffco signals and map- 


tacks. All that tiresome searching and 
wondering is eliminated. You’re free 
for more important things. You know 
: { just when to remind, to act, to hold off. 
All the facts are at your fingertips. 
You will find all the designs 
and colors you need for detailed 

classification of facts. 


| SIGNALS FOR VISIBLE” SYSTEMS 


MAPTACKS 
[ FOR MAPS AND CHARTS 





SECRETARY TO THE SECRETARY 


(Continued from page 13) 








Ask your office supply dealer or 


GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenue 
Cambridge 40, Massachusetts 


SIGNALS 
and MAPT ACKS 


der Control 


Pp BUSINESS Us 








A gift theyll 
appreciate 








every 
writing 
day 


Graduation Time ... give your friends 
the Gregg Official Fountain Pen. It combines 
smart appearance, durability, and smooth writing ease 
for both shorthand and longhand. 

The pen of the experts . . . iridium- 
” tipped l4-carat gold point. magic 
breather tube, jet-black, capped 
with the Gregg emblem. 

<j Only $5.40. 


Order one for yourself, too. 
20 per cent discount to teachers 
on orders for six or more. 
Gregg Publishing Division 
McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St., Chicago 6, 111 N. Canal St. 
San Francisco 4, 68 Post St., Dallas 2, 501 Elm St. 
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I don't mean to be trite—practice does make perfect, 
and soon I noticed an improvement in my work.” 


ALTHOUGH DOROTHY PETERSON IS A VITAL COG in the 
Hobby machine, she is quick to point out that there 
are three other girls in the office to help keep things 
running smoothly. 

“Ann Fennessey, the receptionist, in addition to re- 
ceiving callers for the Secretary and her top assistants, 
also answers the telephone calls as they come in to the 
Secretary's Office and decides their disposition ( wheth- 
er the person should speak to Mrs. Hobby or be trans- 
ferred to some other official in the large organization ) 

“Mrs. Louise Wagman handles all travel matters. 
You'd be surprised at the amount of work this in- 
volves; there are many, many transportation problems 
to be worked out. In addition, when short biographies 
of Mrs. Hobby are requested, Louise Wagman is the 
one who handles them. 

“The other secretary in the office is Mrs. Harriet 
Whitmore, who handles most of Mrs. Hobby’s appoint- 
ments. The volume of requests for Secretary Hobby to 
appear at or address functions of every conceivable 
type is enormous.” 

At first, the appointment situation was hit or miss 
until Dorothy suggested a sort of daily file system. 
There are enough invitations to fill a standard-sized 
sheet of paper each day. They are listed and numbered 
so that Mrs. Hobby can look at the list and simply 
check off those she will accept. Then regrets are sent 
to those she cannot attend. If there is any question in 
her mind about a particular invitation, she simply re- 
fers to the original request, which is always stapled 
to the day’s sheet. 


SEATED AT HER DESK just outside the huge double doors 
leading to the office of the Secretary, Dorothy Peter- 
son is the picture of efficiency. Hers, she tells you, is 
not a “glamour” job, but by no means is it a dull one. 
“I learned very early that willingness is most impor- 
tant. If I were asked to deliver a letter, I delivered it 
and didn’t waste time fretting about the notion that 
a secretary sits behind a desk and a messenger makes 
deliveries. There is a pride and satisfaction in doing 
a job well, whatever that job may be.” 

When asked if she aspires some day to hold an ap- 
pointment like Oveta Culp Hobby’s, Dorothy Peter- 
“I’ve often thought of it; but, 
after working for Mrs. Hobby, I realize that I would 
not fit in a position like that. Secretary Hobby is 
one of those rare individuals with complete mastery of 
the situation and a built-in energy plant that works 
twenty-four hours a day. No, I don’t think I’m quite up 
to that.” 

Maybe not, Dorothy Peterson, but we'll keep our 
eyes on you—just in case. 


son smiles and replies, 
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STAR-SPANGLED SECRETARIES 


(Continued from page 19) 











THESE PRINCIPLES outlined by Commander Garvin can 
be demonstrated in any of the Services. According 
to occupational handbooks the lowest noncommis- 
sioned officer—say, a corporal in the Army—performs 
duties at the grade level of the average civilian general 
stenographer. The actual rank, like all ranks in the 
Armed Forces, must be earned after certain qualifying 
experiences. Such a “corporal-level” stenographer 
would handle the same kind of work that a general 
stenographer would do in civilian life—letters, reports, 
internal communications, and general clerical tasks. 

Even at this lowest level, however, the chances are 
good for a 90-word-a-minute stenographer to find im- 
mediate assignment as a secretary after basic training. 
With increased technical competence—say the compe- 
tence of a very efficient private secretary in civilian 
lite—the Service secretary will perform duties at the 
grade level of sergeant or higher. Increased experience 
brings increased responsibility. 

And sO On, Up the ranks. There are high-speed SseC- 
retarial positions not only on the first-class noncom 
ind the master-sergeant or chief-veoman level. but 
even on the warrant-officer level. The highest speed 
standards are set up for those who report military or 
naval courts. Yet. even secretary-stenographer posts 
may require considerable speed. Chief Aviation Store- 
keeper Bradley, USN (mentioned earlier in this arti- 
cle) had to hold a speed of 150 words a minute when 
she served as “captain’s writer” (secretary) at the 
Navy Air Base in Pensacola, Florida. Stenographers 


may also specialize in medical, legal, or ordnance work. 





DESPITE THE NUMBER OF STENOGRAPHERS who have 
found satisfying careers in the Armed Forces, the 
demand for secretaries is very high. As a matter of 
tact, some of the offices have to depend largely on 
Civil Service workers for the bulk of their secretarial 
work. The recruit with secretarial experience, there- 
tore. has an excellent chance to be assigned secretarial 
work on completion of basic training. Such assign- 
ments, however, are never guaranteed in the Service. 

One last word of advice: If you are wondering about 
continuing your education or joining the Service im- 
mediately, go on with your education. The more skilled 


you are when you enlist, the faster you will move 
ahead. 















“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


YE, TYPERITE 


INDEX TABBING With 











___ Blank Insert 
Strips 


For Titles! 















Pica Spaced Inserts!” 
‘Am 
Accurately ° ° 
iT “Spacea | ‘Saves 56% Typing Time 
a : : 
For on Typing 1, 2 or 3 Line Titles 
|| Typewriter Use.”" e Typing is Faster, Easier. 
’ e Always On a Straight Line! 
a ¢ Titles Are Neater, Cleaner! 
| ~ - bd Ends The Need For Tedious, 
LI AICO Fatiguing Soft Roller Work. 
{ _ Exclusive! R N 








4 ———— = = _ 
EASY 10 | CUT | TO | ANY. | DESIRED | [i= " 
C~ é k NO SOFT ROLLER REQUIRED +f Ty? 
——n/ —— , \ 


IT’S THE SPACING THAT DOES IT /) . 
The new AICO TYPERITE TABBING has © ; 
blank inserts spaced exactly 2 and 3 picas deep to permit 
use of the line space lever when typing titles. This ends the 
need for soft roller work when centering or positioning the 
titles on the insert strips. Just set the line space lever for 
1, 2 or 3 spaces and you breeze right through the job. 


Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AIGNER 97 Reade St., New York 13, N. Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 














Read how the Wolf 
rescued Miss Miggins ! 


Especially for you comes 

“Miss Miggins, The Wolf, and 

Red Writing Hood,” a typing tale 
all about saving time, trouble, and 
temper. If you’re a busy 

gal (and we know you are) 

you'll write for this free 

book this very minute. 


417 East Seventh Street—Dept. A 
Cincinnati 1, Ohio 


















with the amazing C 
type cleaner... LA 


Cleans type CLEANER... Easier! Sturdy 
dauber prevents spattering. Non-inflammable. 







Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 





60¢ fell all i delslelsl te} 


; : ee nail 
Sd ienwwriter declare letters will appreciate this reliable dirt-chaser! 
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Tv's the new Morris miracle SAFE-T- 
SET with the exclusive safety feature. 
Tip it... tile it... turn it upside down. 
Won't spill. Won't leak. It’s Puddle- 
Proof! The Morris SAFE-T-SET be- 
longs on every office desk. Saves soiled 
clothing, spoiled tempers. Handsome 
modern design in your color and the 
pen with a point in your favor,a Morris 
hard-tip point. Will hold full two- 
ounce ink supply and built with office 
rough treatment in mind. The new 
Morris puddle-proof SAFE-T-SET is 
manufactured by the foremost name in 
the field of matched desk top equip- 
ment. Your stationer can supply you. 
See him today. 


The leading makers of desk top equipment. 


BERT M. (\forRis co. 


8651 WEST THIRD STREET, L.A. 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal. Quebec 





52 








SO YOU WANT TO WORK ABROAD! 


(Continued from page 17) 





ALTHOUGH THERE WILL BE new and 
interesting places and a higher sal- 
ary to tempt you, think twice be- 
fore you sign up. Can you “take it” 
to live in a foreign country for 
vears—possibly without movies, 
television, ice cream, hot baths, or 
whatever else may be unavailable? 
If possible, talk to someone who 
has been there, and don't be slow 


with your questions. 


Ik YOU KNOW A FIRM in the coun- 
try you prefer, you might write di- 
rect to their personnel manager. 
Or you might go to a private em- 
ployment agency. Some agencies 
will try to find a job to fill your 
requirements—for a fee, of course. 

If you preter to do some scouting 
on your own, you might write the 
Department of Commerce fer the 
names of big U. S. firms with for- 
eign branches. In addition, there 
are American chambers of com- 
merce in many of the large cities 
throughout the world. You might 
write to them, or to the American 
Consulate in the city of your 
choice. 

The normally 
swamped with applicants for for- 
eign jobs, and many of their secre- 
tarial positions are filled by citizens 
of the country in which the office is 
located. But you can look up the 
main offices of the airlines that in- 
terest you, write direct to them— 
and hope! This method might land 
you a job with a steamship line. 


airlines are 


Ik YOU HAVEN'T YET DECIDED exact- 
ly which country you would like to 
try, your library can be invaluable 
in helping you choose a suitable 
place; or, if you do know where 
you hope to go, in describing what 
life is like there. Besides the usu- 
al travelogues and atlases and back 
issues of magazines like National 
Geographic or Canadian Geograph- 
ical Journal, ask the librarian to 
help you check the business and 
industry files. Look through voca- 
tional guidance books, too, for one 
like Norman Ford’s How to Get a 
Job that Takes You Traveling may 
give you a new slant on procedure. 

One possibility you might over- 
look is that secretaries are needed in 
the mission fields. A returnee who 
worked four years at the University 
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of Nanking in China and later for a 
missionary bishop of her church 
told me that, when she first felt the 
“call” to service, 
she intended to take training as a 
nurse. Her minister convinced her 
of the need for those secretarial 
skills she already possessed. 

Acting on his advice, she wrote 
to the board of missions of her 
church. They got in touch with her 
area bishop, and within five weeks 
she had been called before the can- 
didacy board. At the Nanking Uni- 
versity, the post to which she was 
assigned, she took dictation from 
eleven professors; and her work 
with the bishop involved almost 
continual travel. 


foreign-mission 


One large Protestant denomina- 
tion has announced a need in 1954- 
55 tor nineteen business managers 
and/or secretaries to fill vacancies 
in foreign missions. Your own local 
church is the place to inquire if 
such work would appeal to you. 


BEFORE APPLYING for work overseas, 
some definite soul-searching is in 
order. Are you simply running away 
from something? One employment 
interviewer says flatly that 90 per 
cent of the women asking for jobs 
abroad have domestic troubles. 

Are you still adolescently search- 
ing for some will-o’-the-wisp Castle 
in Spain? True, you may meet a 
higher percentage of men in some 
locales than in: others. But here's 
how another counselor put it: 

“Some girls are interested only in 
traveling to far-off places where 
there are exciting and wealthy men, 
and most of them want to go to 
Europe. They seem to have the 
idea they may marry a duke. 

“I’m afraid I sound cynical, but 
after twenty years one loses the 
Pollyanna attitude.” 


Ir YOU'RE sURE you have the nec- 
essary adaptability and_ training, 
the sincere and realistic desire—and 
enough money in the bank to get 
home again in a crisis—you may 
well be able to find foreign em- 
ployment | satisfying, educational, 
and rewarding. If you are seeking a 
ticket to Paradise, however, 7 
member that happiness may be 
awaiting recognition in your ow? 
back yard. 
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OFFICE SHOPPING CENTER 





NOPY HIGH... EYESTRAIN 
CC There’s no need for “worry 
kles” on pretty brow caused by 
hard-to-see And it doesn’t take an 
expensive copyholder to that, 
either The Curtis Young Corporation, 
110 West 18 Street, New York 11, is pro- 
ducing a new, improved Stand-By—their 
§-54—an all-metal stand that vou'll find 
handy. On it, vor 


LOW. 
wrin- 
your 
copy. 


remedy 


vers ir COpy wont slip 


hold tris 


the grippe rs Wi ight cops $C- 





curely or “creep (those rubber feet 
you see in this picture prevent that) 
Stand-By also features “tiltability,” for 
easy reading, and a movable line indi- 
cator that operates from cither side (for 


horizontal-line reading) or from the top 


as a vertical-column copying guide ). 
And the whole thing folds flat as a pan- 
cake, tor simple storage 

You have vour choice of three sizes— 
standard, 9 inches high by 12 inches 
wide; and 16 by 9 or 12 by 16 inches 
made for greater Convenience with legal 


A kind 


Price? 
manutacturers. 


or bookk« ( ping 


$6.95, from the 


pape  & 


Letter Licker. If you find yourself with 
quantities of envelopes and labels to. be 
“licked” every month, there's a moistener, 
based on the roll-on principle, that merits 
your attention. It’s the 


Moistener, mechanically 


Moistix Enve lope 


constructed to 











assure an even flow and to prevent any 
I aking After all your mail is out, your 
hands should still be clean and dry—a 
miracle, no And this moistener is 
only 98 cents. Bernav Products Company, 
412 South Wells St., Chicago 7, 
factures it. Your local 


should be we ll stocked 


ke ss! 


manu- 


stationery store 


Shades of Aladdin! What a “doll” this 


little fellow turns out to be! For that’s 
oa tly what Ho-Toi is—the cheerful 
hinese god of happiness who can make 


your fondest wish come true, or try to. 


hard. If 


remember he’s a dear to 


Just rub his tummy and wish 
you re a skeptic, 


have around, anyway, to gladden your 
home or office. Ho-Toi’s merry spirit is 
infectious—you can't stay gloomy with 





him around. And he won't lose that happy 


grin even it you put him into service as a 
paperweight! 

Handcarved of teakwood, he stands 4” 
high and fulfills all your wishes for only 


$1.95, postpaid. Where from? Why, 
Beverly Baker ( Box 427, Tuckahoe, New 
York) will be glad to fill youl orders 
for this gay little figure 


Time and Temper Saver. Here's a nice 
gimmick to time and trouble. 
Metal Products Engineering Manufactur- 
Inc., 4000 Long Beach 
Angeles 58, has turned out 
a new combination Stamp Pad and Pen 


Save vou 
ing Company, 


Avenue, Los 


Set that should prove a joy to those of 
us who have to work with pe sky rubber 
stamps. (They never seem to be there 
when just a moment ago See 
what we mean?) Designed to promote 


good office housekee ping, the set provide s 





one place for vour pen, your pad, and 
and _ it hold 
stamps at a convenient angle for instant 
pickup. The alumi- 
num, in an attractive Hlammertone 
finish, and features an executive-model 
Paper-Mate ball-point pen and a No. 1 
stamp pad. And its rubber fect make the 
set scratch- and skidproof. The makers 
will welcome your inquiries about this 


your stamps will those 


set 1s mack of cast 


UTay 


new product. 
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ERASERS TIK 


A beautiful letter— 
yet one miserable 
error stands out like 
a gravy stain on the 
Queen's robe. 


A smart Secretary 
neither swears (un- 
der her breath) nor 
despairs. She reaches 
for her handy White 
Polished ERASERSTIK 

. . One, two, three, 
a quick flick... and 
the error is erased, 
leaving not a ghost. 


It’s like having a 
third hand, this 
wood-encased pol- 
ished beauty. Easily 
sharpened with knife 
or mechanical sharp- 
ener 


Ask your Dealer 
tor ERASERSTIK— 
and make sure the 
ERaSERSTIK name 1s 


on it. Don't let him 
sell you something 
“just as good” be- 


cause there’s nothing 
just as good 


7099} <> 
7099B with brush 


(UID FABER-CASTELL 


PENCIL COMPANY, II 


iC 


ERVICE) U.S.A.7O99 


(ALL & 
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QUICK, 
NO MESS, 


CLEAN, NEAT 
NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need tor a 
multitude of satisfied customers. 
There’s no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-Kleen tape dispenser, are 
boxed in 1/6”, 2/6” 

and 5/6” widths. 





| My Name 





“9 





DA 


1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 
LAID ON with a finger-touch. 


F 





4 


2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 


writer .. . no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


AVERY ADHESIVE LABEL CORP. DIV. 152 


| 

I 117 Liberty St., New York 6 
| 1616 California Ave., Monrovia, California 
| Offices in Other Principal Cities 


| Please send me samples of Avery Kum-Kleen Correction Tape 


608 S. Dearborn St., Chicago 5 











State 
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RELIEF FOR NEW-JOB JITTERS 


(Continued from page 23) 





If you're rushed into a group on your first day, be 
a bit wary. These personal alliances may be hard to 
break. Besides, you cannot rely on first impressions. 
Whether you are treated as an intruder (and you 
might be), ignored, or confided in, act friendly, but 
in an impersonal way. Don't blurt out your personal 
affairs over lunch. Or discuss how you got your job. 
Or how far you expect to go in it. Be slow but sure. 
Be slow to make friends. Slow to label your associ- 
ates. Slow to take sides. But always friendly and 
cordial with everyone. 


IF YOUR OFFICE HAS A LUNCHROOM, you may find it 
advisable not to go there on your first day. If you 
can, try to eat somewhere else. Youll have a more 
restful lunch because you won't be answering a lot 
of questions or, worse yet, asking them. 

There will probably be currents and conflicts whirl- 
ing about you. You may feel it even on your first day. 
This is what is known as office politics. Different fac- 
tions will try to get your support. Play it smart! Lis- 
ten, but don't get entangled. One group will have 
an axe to grind. Another may want to promote rivalry. 
The group for you is the one bent on doing a better 
job together. 


ONCE YOU HAVE AN IDEA what to expect on your first 
day, there are some physical chores to take care of. 
Youll want to put your wardrobe in apple-pie order 
now to avoid any last-minute laments. Brush your 
suit, your coat, your shoes. Set your hair carefully, 
do your nails, and arrange your purse. Put into your 
handbag everything you think you'll need—tissues, 
handcream, perhaps even a favorite typewriter eraser 
and a piece of chalk—just in case. You don’t want to 
start borrowing on your first day, or on any day, 
if you can avoid it. 

With a good night’s sleep and a hearty breakfast 

(more than just toast and coffee), youll be all set. 
You don't want lack of nourishment to manifest it- 
self in tiredness by midmorning, to slow down your 
reactions and make your work suffer, 
As YOU THINK ABOUT TOMORROW'S NEW JOB, remember 
that you are almost an explorer. You are taking the 
first step toward a new, unknown life. Now that you 
know what the score is, there will be no terrors for 
you. There will be routine and drudgery perhaps, 
but there will also be exciting assignments. There will 
be an office full of strangers of all races and religions. 
Give them a chance to let you know them. Perhaps 
you will make some wonderful friendships to treasure 
lor years to come. This job is the beginning of some- 
thing, and not even you know where it will lead. If 
you do a good job, it could be your stepping-off place 
to wherever you want to go. 
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The Case 
of the 
inicky Boss 


The new manager of the depart- 


ment was displeased with Betty's = 
work. ‘‘You’re quick and accurate,” 
he said, “but your letters don’t | 
look right. The characters are fuzzy \ 
















and the carbons are blurry. Please 
retype these, and try to do better.” 

On her lunch hour, Betty made 
some small purchases, then hurried 
back to her job. 

When Betty turned in the re- 
typed letters, the new boss was 
amazed—and delighted. ‘‘These are 
perfect,” he said. ““How did you 
do it?”’ 

“It was easy,” replied Betty. 
“TI threw away the ordinary ribbon 
and carbon paper that the firm 
supplies, and bought an M & V 
ribbon and some M & V carbon 
paper.” 

“Smart girl!’ said the boss. 

. e* e 

Tell your office supplier —or your 
purchasing department —that you’d 
like to try M & V carbon papers and 
typewriter ribbons. Or mail the cou- 
pon today for your free samples of 
M & V carbon paper. 


Va Carbon « 
A Papers 
and , 
Inked ) 


Ribbons 





MITTAG & VOLGER, INC. park prince, New Jersey 


Send me free sample sheets of M & V carbon paper. 
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